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CHAPTER 1 - INTRODUCTION

1.0 GENERAL

Construction and renovation of buildings on state-owned property in the Commonwealth of Virginia
shall comply with the provisions of the Code of Virginia. Below are applicable Code of Virginia
sections referenced in the Commonwealth of Virginia Construction and Professional Services Manual
(CPSM):

a) Administration of Capital Outlay Construction projects: § 2.2-1132
b) Virginia Public Procurement Act: 88 2.2-4300 thru 2.2-4377
c) Construction Management and Design-Build Contracting: 88 2.2-4378 thru 2.2-4383

d) Code and Technical Requirements for Buildings on State Property
a. Uniform Statewide Building Code: 88 36-97 thru 36-107.1
Accessibility Standards: 88 2.2-1159 thru 2.2-1161

b
c. Asbestos Management Plan/Asbestos Project Design: § 2.2-1164
d. EIR Reports: 8§ 10.1-1188, 10.1-1190 and 10.1-1191
e. High Performance Buildings Act: § 2.2-1183
f. Baby Changing Facilities: § 2.2-1147.3
e) Uniform Electronic Transactions Act: 88 59.1-479 thru 59.1-498

f) AARB review of all new buildings, exterior modification to an existing building, or demolition
thereof: § 2.2-2402, B

g) Notification of availability of Preliminary Drawings: § 15.2-2202, C & D
h) Value Engineering: 8 2.2-1133

i) Job Order Contracting: § 2.2-4301

J) High-risk Contracts: § 2.2-4303.01

k) Payment of Prevailing Wage: § 2.2-4321.3

I) Project Labor Agreements: § 2.2-4321.2

The CPSM — 2022 is written for persons with a basic knowledge and understanding of the building
design and construction process and its terminology. State policies, standards and procedures for
procurement of services, procurement of construction and contract management and administration
differ from those used in the private sector and those used by agencies of the Federal Government.
The policies stated herein are those of the Commonwealth of Virginia and are to be used by state
agencies for construction on property owned by the Commonwealth subject to any delegations and/or
authorizations which may be in effect for a particular agency.

The Commonwealth of Virginia Construction and Professional Services Manual — 2022 (hereafter
referred to as the Manual) consists of 8 Chapters and Appendices A through Z and contains policies,
procedures and guidance that state agencies shall follow in the planning, design, and execution of
both capital outlay and non-capital outlay projects.
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The Construction and Professional Services Manual — 2022 for Architects and Engineers
(hereafter referred to as the A/E Manual) consists of Chapters 1, 2, 3, Chapter 4 (Sections 4.0
through 4.20, excluding 4.19), Chapter 5 (Sections 5.0 through 5.17 only), Chapter 6, Chapter 7, and
Appendices A through Z.

The A/E Manual and all revisions thereto, shall be incorporated into the “Contract Between the Owner
and the Architect/Engineer” in their entirety, except as amended or superseded in the Contract or an
addendum thereto. Architects and Engineers shall follow the policies, procedures and guidance in the
A/E Manual in providing services to state agencies in the planning, design, and execution of both
capital outlay and non-capital outlay projects unless otherwise exempt in writing by the Contract or its
MOU.

1.1 MANUAL DESCRIPTION

The contents of the Manual are directive in nature. Deviations from the policy and procedures outlined
within shall be requested by the agency and approved of the Director of the Division of Engineering &
Buildings, Department of General Services or his Designee.

1.1.1 Capital Outlay Process

The Manual is intended to present the project acquisition process from advertisement for A/E
services to project completion (occupied building). The Manual is arranged in a sequence that
parallels this project acquisition process. The 2022 Edition of the Manual including errata
corrections will be posted on the DEB website and may be downloaded and printed by the users.
DEB Notices concerning construction and professional services and DEB Notices concerning the
application of the USBC to buildings on state property will be posted on the DEB website when
issued.

1.1.2 Revisions to Manual

Revisions to the Manual are periodically issued electronically by posting on the DEB website. The
revisions may initially be posted as dated DEB Notices. DEB Notices pertaining to revisions in the
CPSM will periodically be incorporated into the Manual. Paper copies of the revisions are not
issued but may be printed by the user from the website.

1.1.3 Maintenance of Manual
The Division of Engineering & Buildings is responsible for maintenance of the Manual and the A/E
Manual. Suggestions for changes or clarifications, and questions should be addressed to:

Division of Engineering & Buildings
1100 Bank Street, 6th Floor
Richmond, Virginia 23219

Or preferably emailed to: seminars@dgs.virginia.gov

1.2 MANUAL ORGANIZATION
The Manual is organized as follows:

Chapter 1 provides an introduction to and overview of the Manual and establishes the design and life
cycle cost philosophy of the Commonwealth for its Capital Outlay Program.

Chapter 2 presents Capital Outlay, contractual and procurement terminology that is used in the
Manual and its standard forms.

Chapter 3 provides guidance for state Agencies on the topic of A/E services, including the procedures
to be used by agencies for procuring professional services, and for determining fees for A/E services.
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Chapter 4 contains applications and clarifications of the Virginia Uniform Statewide Building Code
which apply to the design of building construction on state property, along with technical design
criteria, and DEB policy affecting the design and construction of state facilities. Chapter 4 also
contains information on Building Official reviews, permits, certificates and approvals applicable to both
Capital Outlay and Non-Capital Projects.

Chapter 5 establishes the format for the preparation of design documents and other professional
studies by A/Es for Agencies of the Commonwealth. It also outlines the submittal requirements and
approval milestones in the design stages of Capital Outlay projects. Contact information is provided
for submittals of Land Use Plans, Master Plans and Master Site and Utility Plans.

Chapter 6 describes DEB design, operation, maintenance and procurement guidelines for use in
developing plans and specifications for construction and renovation of state facilities. It is recognized
that some Agencies may have established guidelines and methods which differ from those in this
chapter. The standards in this chapter shall be utilized unless a waiver in writing is granted by the
Director of the Division of Engineering & Buildings.

Chapter 7 outlines the procedures for procurement of construction services for projects using design-
bid-build, design-build and construction management at risk project delivery processes. It addresses
advertisements, receiving and opening bids and contract award. Chapter 7 also contains procedures
for construction administration, construction change orders, project completion, final inspection, facility
occupancy and project close-out. Chapter 7 outlines special procedures including prequalification of
contractors and delegation of review. This chapter provides guidance for selecting the Building
Committee and describes the duties to be performed by the Committee.

Chapter 8 contains guidance and procedures for agency planning of Capital Outlay projects and the
approval process, procedures for utilization requirements, completion and submittal of the various
‘CO’ forms applicable to construction for both Capital and Non-Capital projects, and contains
requirements for various reports to be submitted by the Agency to DEB.

The following Manual chapters and sections are not a part of the A/E Manual and are not a part of
the A/JE Contract: Section 4.19, Section 5.18 and Chapter 8.

1.3 CAPITAL OUTLAY VS. NON-CAPITAL OUTLAY PROJECTS

1.3.1 Capital Outlay Projects

Capital Outlay Projects, as defined by the Department of Planning and Budget Instructions, must
be authorized by the General Assembly or by the Governor as provided for in the Acts of
Assembly (also called the Appropriations Act). Capital Outlay Projects use an established
authorization and approval sequence for the “Design Phase” of Project to include:

- Project Initiation (using the CO-2 or HECO-2),

- Schematic Design Approval Phase (using the CO-4 or HECO-4),

- Preliminary Design Approval Phase (using the CO-5 or HECO-5) and

- Working Drawing or Construction Documents Approval Phase (using the CO-6 or HECO-6).

- After receiving Bids, Construction Contract Award approval is made using a CO-8 or HECO-8.
These forms are also used to track the cost of the project, the commitment of funds and the
infusion or transfer of funds for the project. Forms CO-4, CO-5 and CO-6 are not required for
Design Build or Construction Management at Risk projects. See Figure 1.3.1 for a General Guide
to Key Form Submittals and Chapter 8 of the Manual for a description of the approval authority for
the forms. The forms will be found in BITS (the Building Information Tracking System).

For pool projects,
- Do not proceed to Preliminary Design until the Schematic Cost Report is issued by DEB, and
- Do not proceed to Working Drawings until the Funding Report is issued by DEB.
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1.3.2 Non-Capital Outlay Projects

Non-Capital Outlay Projects, as defined by the Department of Planning and Budget Instructions,
are usually small construction, renovation, repair or replacement projects which are funded by
Agency resources and do not require authorization by the Legislature and the Governor. However,
Non-Capital Outlay Projects typically involve work that is regulated by the Uniform Statewide
Building Code and require a Building Permit from the Building Official or his designee. The design
phases and approval process for the Non-Capital Outlay Projects are left to the Agency’s
discretion depending on the project scope. However, the “construction documents” are required to
be approved. The intended completion date and the Contractor’'s name or “work to be performed
by agency forces” must be submitted along with the application for Building Permit (CO-17.) See
Chapter 8 and Appendix H.

1.3.3 Construction

The Construction Phase is similar for both Capital Outlay and Non-Capital Outlay Projects
(depending on the project scope) for Building Permits, Change Orders, Project Substantial
Completion, and Certificate of Occupancy. The exception is usually that Capital Outlay Projects
require submission of revised capital outlay authorization forms during construction for approval to
adjust certain budget line items and to revise project funding. See Chapter 8 for more specific
guidance on form submission requirements.

1.4 DESIGN PHILOSOPHY

The design goal is to create a capital investment that meets the user’s functional requirements,
provides the most economical life cycle cost, and promotes energy efficiency and environmental
conservation. The Commonwealth’s design philosophy envisions a long and useful life for state
buildings. These buildings will often be used for periods exceeding 50 years and, consequently,
should be designed for durability, economy of operation and ease of maintenance. Further, the
Appropriations Act states that “Projects shall be developed to meet Agency functional and space
requirements within a cost range comparable to similar public and private sector projects.” Note that
this does not say the “best” or “most expensive,” nor the “cheapest.”

Building system components should be selected on the basis of life cycle costs. If an increased first or
initial cost can be documented to show a reduced life cycle cost for the Commonwealth, particularly
for operating and personnel costs, then the design should incorporate the more expensive first cost
feature or system, provided that it does not cause the project cost to exceed its “design-not-to-
exceed” budget.

Agencies shall ensure their architects and engineers exercise discipline in their designs to avoid
inefficient use of space in terms of floor area and building volume. Exterior design features and
materials should be consistent with the architectural character of the surrounding buildings and site.
Excessive or grandiose features which are not related to the function or the intended use of the facility
shall be avoided. Projects must be designed by the A/E to meet the functional and space
requirements within the “design-not-to-exceed” budget for the project. Acceptance of a particular
design does not imply that other, more cost-effective designs are not acceptable.
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1.5 FORMS

FORM WHERE TO FIND

CO-2 Authority to Initiate Capital Project BITS
CO-3 A/E Contract Forms Center
CO-4 Application for Approval of Schematic Design BITS
CO-5 Application for Approval of Preliminary Design BITS
CO-6 Application for Approval of Working Drawings BITS
CO-8 Approval to Award Construction Contract BITS
CO-11 Construction Change Order Forms Center
CO-14 Project Completion Report BITS
CO-17.1 Permit for Demolition of Building on State Property Forms Center
CO-17 Building Permit for Construction BITS
CO-17 IND Building Permit for an Industrialized Building BITS
CO-17 MAN Building Permit for a Manufactured Home BITS
CO-17 TWR Building Permit for a Tower BITS
CO-17 TMP Building Permit for a Temporary Structure BITS
CO-17 SPC Special Use Permit BITS
CO-13.3 Certificate of Use and Occupancy BITS
CO-13.3 IND Certificate of Use and Occupancy for an Industrialized Building BITS
CO-13.3 MAN Certificate of Use and Occupancy for a Manufactured Home BITS
CO-13.3 TWR Certificate of Use for a Tower BITS
CO-13.4 Building Permit Close Out BITS
CO-13.5 Beneficial Occupancy BITS

For a complete listing of the forms available for download at the DGS Forms Center, refer to the link
to “DEB Forms & Documents” located on the DEB webpage.
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CHAPTER 2 - DEFINITIONS

2.1 GENERAL

This chapter defines terminology, symbols, acronyms and abbreviations customarily used in the
procurement of construction and professional services and in the execution of the Commonwealth of
Virginia’s Capital Outlay Program. Definitions are taken from the Code of Virginia, the General
Conditions of the Construction Contract (DGS-30-054, Form CO-7) and general customs and
practices associated with state construction industry and professional service contracts.

2.2 DEFINITIONS AND ABBREVIATIONS

Whenever used in the Manual, including the appendices and the standard forms, the following terms
have the meanings indicated, which apply to both the singular and plural and the male and female
gender thereof:

AARB: Commonwealth of Virginia’s Art and Architectural Review Board

ADA: The Americans with Disabilities Act of 1990

ADAAG: Americans with Disabilities Act Architectural Guidelines

Addendum:

Written or graphic instruments issued prior to the opening of bids or proposals that clarify, correct or
change the IFB or RFP.

Advertisement:

The term commonly used to describe the public announcement or “Notice” of the availability of the IFB

or RFP made by publishing a notice in eVA, and by providing public notice pursuant to the Virginia
Public Procurement Act (Code of Virginia, § 2.2-4300, et seq.).

A/E Change Order: A document (CO-1lae or CO-11.1ae as applicable) issued on or after the
effective date of the A/E Contract which is agreed to by the A/E and approved by the Owner, and
which authorizes an addition, deletion or revision in the A/E Services, including any adjustment in the
Total Contract Amount, Contract Price and/or the Contract Completion Date. An A/E Change Order,
once signed by all parties, is incorporated into and becomes a part of the A/E Contract. All approved
A/E Change Orders shall be posted on eVA.

A/E Contract: The Contract between Owner and A/E for Professional Services (CO-3, CO-3.1, or
C0-3.2) and any documents expressly incorporated therein, including but not limited to: the Terms
and Conditions of the A/E Contract (CO-3a); Supplemental General Conditions; the A/E Manual; the
MOU; all addenda; and all modifications, including subsequent A/E Change Orders.

A/E Contract Documents: The A/E Contract and any documents expressly incorporated therein.

A/E Manual: The A/E Manual shall consist of the following Chapters and Sections of the Construction
& Professional Services Manual — current edition, as amended (called the Manual):

Appendices A through Z, including all revisions thereto. The A/E Manual and all revisions shall be
incorporated into the A/E Contract in their entirety except as amended or superseded in the A/E
Contract or an addendum thereto.

Agency: The agency, institution, or department which is a party to the A/E Contract. For purposes of
the Contract, the term Owner shall include such Agency, whether or not the Agency owns the Site or
the building.
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Agency Contracting Officer:

The person designated in writing by the Agency as being delegated authority to award and sign
contracts, change orders, and other documents related to capital outlay projects for the Agency (may
also be called the Chief Facilities Officer).

Agency Head: The Director, Commissioner, President or other highest ranking public official of a
state agency or institution.

Agency Manual: The short term used for the Construction & Professional Services Manual — current
edition, as amended (called the Manual), Chapters 1 thru 8 including Appendices A through Z, and all
revisions thereto.

Agency Representative: The person designated by the Agency Head to be responsible for
administering the agency’s Annual Permit program.

Architect:

A person who is qualified and licensed to practice architecture in Virginia by the APELSCIDLA Board.
“Architect” may also be used to refer to a firm of such individuals which is properly licensed in the
Commonwealth of Virginia.

Art and Architectural Review Board (AARB): The Review Board appointed by the Governor to
advise and provide counsel to the Governor as to the artistic merit of fixtures, structures, construction
on state property and works of art.

Architect/Engineer (A/E): The term used to designate the individual or entity that contracts with the
Owner to provide the A/E Services for the Project. The A/E is a separate contractor and not an agent
of the Owner. The term includes any associates or Consultants employed by the A/E to assist in
providing the A/E Services.

ADA Standards: 2010 ADA Standards for Accessible Design (September 15, 2010). Sometimes
referred to as “ASAD”.

ASHRAE: American Society of Heating, Refrigerating and Air-Conditioning Engineers

Association: As applied to architects or engineers, this term shall mean a legal entity formed by
several architects and/or engineers who have associated together for the purposes of working as a
unit on a specific Project. The Association may take the form of a partnership, joint venture,
corporation, etc.

Beneficial Occupancy: The time, following Substantial Completion, at which the Project or portion
thereof, is sufficiently complete and systems operational such that the Owner could, after obtaining
necessary approvals and certificates, occupy and utilize the space for its intended use. Guarantees
and warranties applicable to that portion of the Work begin on the date the Owner accepts and
occupies the Project, or a portion thereof, unless otherwise specified in the Supplemental General
Conditions or by separate agreement.

Bid: The offer provided by a bidder submitted on the prescribed form and setting forth the bidder’s
price(s) for the Work to be performed.

Building: Any roofed or occupiable structure.
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Building Committee: The group constituted by the Agency in accordance with the requirements of
Chapter 7 of the Manual and with the authority and purpose as set forth in Chapter 7 including
interviewing and selecting A/E’s for the planning and design of construction projects and other
professional services required by the Agency.

Building Official: The Building Official for all buildings on Commonwealth of Virginia property
excluding non-occupiable buildings, bridges and structures in the VDOT right-of-way and who is the
Director of the Division of Engineering and Buildings, Department of General Services. The Building
Official’s duties, responsibilities and authority generally conform to those described in the Uniform
Statewide Building Code (Code of Virginia 8 36-98.1).

Capital Project: For purposes of this Manual, "Capital Project" means (1) Acquisition of real property;
(2) New construction projects with a total project cost exceeding $3,000,000; (3) Improvements,
renovations, repairs, replacement, maintenance, or combination projects for a single building with a
total project cost exceeding $3,000,000, and (4) Umbrella projects.

Change Order: A document (CO-11) issued on or after the effective date of the Contract (CO-9)
which is agreed to by the Contractor and approved by the Owner, and which authorizes an addition,
deletion or revision in the Work, including any adjustment in the Contract price and/or the Contract
Completion Date. The term “Change Order” shall also include initiating and confirming change orders
issued pursuant to Section 38 (a) (3) of the General Conditions of the Construction Contract, CO-7. A
Change Order, once signed by all parties, is incorporated into and becomes part of the Contract. All
approved Change Orders shall be posted on eVA.

Chief Facilities Officer:
Another term for Agency Contracting Officer, defined above..

CM: Construction Management, or Construction Management at Risk

Code Official: Refer to definition of Building Official. The term Code Official is utilized in Part Il and
Part 11l of the VUSBC.

Code of Virginia: 1950 Code of Virginia as amended, Virginia’s codified statutes. Sections of the
Code of Virginia are referred to herein as 8§ xx-xx.

Commissioning: A quality assurance process to verify and document that building systems and
components operate in accordance to the Owner’s project requirements and the project design
documents.

Commissioning Authority (CxA): The party responsible for the commissioning process.

Competitive Negotiations: A method of Contractor selection that includes the following two elements

(Code of Virginia § 2.2-4302.2):

a. Issuance of a written Request for Proposal (RFP) indicating in general terms that which
is sought to be procured, specifying the factors which will be used in evaluating the proposal and
containing or incorporating by reference the other applicable contractual terms and conditions,
including any unique capabilities or qualifications which will be required of the Contractor. Except
with regard to contracts for architectural, professional engineering, transportation construction, or
transportation-related construction services, a public body may include as a factor that will be
used in evaluating a proposal the proposer's employment of persons with disabilities to perform
the specifications of the contract.
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b. Public notice of the RFP at least ten (10) days prior to the date set for receipt of the proposal by
posting in a public area normally used for posting of public notices and by publication on the eVA
web site.

Competitive Sealed Bidding: A method of Contractor selection that includes the following elements
(Code of Virginia 8§ 2.2-4302.1):
Issuance of a written Invitation to Bid (IFB) containing or incorporating, by reference, the
specifications and contractual terms and conditions applicable to the procurement.
b. Public notice of the IFB at least ten (10) days prior to the date set for receipt of bids by posting in a
designated public area and by publication of the public announcement or “Notice” of the
availability of the IFB (i.e. Bid Documents) on the eVA web site www.eva.virginia.gov. Bids may
be solicited solely from Contractors who have been prequalified. (Code of Virginia 8 2.2-4317.) In
addition, bids may be solicited directly from potential contractors. Any additional solicitations shall
include businesses selected from a list made available by the Department of Small Business and
Supplier Diversity.
Public opening and announcement of all bids received.
Evaluation of bids based upon the requirements set forth in the invitation.
Award to the lowest responsive and responsible bidder.
Competitive sealed bidding shall not be used for procurement of Professional Services as defined
in this Manual.

~® Qo

Construction: As used in this Manual, includes new construction, reconstruction, renovation,
restoration, major repair, demolition and all similar work upon buildings and ancillary facilities owned
or to be acquired by the Commonwealth of Virginia, including any draining, dredging, excavation,
grading or similar work upon real property.

Construction Administration (CA): As used in this Manual, non-professional services provided
under a contract with the Owner which generally includes inspection of the Work, coordinating testing
services contracts procured by the Owner, reviewing change orders and schedule submittals from the
Contractor, and providing other construction period services for the benefit of the Owner. The
Construction Administrator is the entity responsible to the Owner for providing these services to
assure compliance with the Contract Documents but is not responsible under the CA Contract for
providing the Work. The Owner may use an employee to perform construction administration services.
This differs from the Construction Administration services required under the A/E Contract.

Construction Management (CM): Also Construction Management at Risk, CM @ Risk. A
construction delivery method in which a Contractor provides an advisory Nonprofessional Service
evaluating estimated cost, value management options, and constructability during the
design/preconstruction period of the project. This preconstruction period is typically followed by a
construction period contract where construction services are furnished to the Owner. The
Construction Manager has direct responsibility and liability to the Owner for performing the Work as
described by the Contract Documents.

Consultant: An individual or firm with professional expertise engaged to render a specific service in
connection with a Project.

Contract Administration: The duties and responsibilities normally performed by the A/E during the
construction phase of a project.

Contract Completion Date: The date by which the Work must be substantially complete. The
Contract Completion Date is customarily established in the Notice To Proceed, based on the Time for
Completion. In some instances, however, the Contract contains a mandatory Contract Completion
Date, which shall be stated in the Invitation for Bids.
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Contract Documents:

The applicable form of the Contract between Owner and Contractor (CO-9 series) signed by the
Owner and the Contractor and any documents expressly incorporated therein. Such incorporated
documents customarily include the bid submitted by the Contractor, the General Conditions of the
Construction Contract (CO-7), any Supplemental General Conditions, any Special Conditions, the
Plans and the Specifications, and all modifications, including addenda and subsequent Construction
Change Orders.

Contract Price: The total compensation stated in the Contract, as modified by Change Orders,
payable to Contractor for performing the work set forth in the Contract Documents.

Contract Term: As applicable to A/E Term Contracts and Job Order Contracting, one year or when
the cumulative total project fees reach the statuatory dollar limits, whichever occurs first.

Contractor: As used in the Manuals and the Standard Forms, “Contractor” means the specific
person or firm with whom the Owner has contracted to do the Work described in the Contract
Documents for that undertaking. On a Design-Build project, the Design Builder is the ‘Contractor’. On
a Construction Management project, the CM or CM/GC is the ‘Contractor’. Can also be used as a
generic term used to indicate a person, firm or corporation with whom has entered into a contract
agreement to perform work or provide a professional or nonprofessional service.

CPSM: The most current edition of DEB’s Construction and Professional Services Manual (“CPSM”),
as amended and revised from time to time.

Contractor Contingency: A dollar amount included in an estimate of construction cost for the
purpose of addressing unforeseen costs during construction.For CM @ Risk projects, This
contingency is the CM Contingency as defined in the General Conditions of the CM Contract.

Cure Notice: A notice, either oral or in writing, that informs the Contractor or the A/E of a default and
states what the Contractor or A/E must do to correct the deficiency. If the notice is oral it shall be
confirmed in writing.

Day(s): Calendar day(s), unless otherwise noted.

DB: Design-Build

DCJS: Commonwealth of Virginia Department of Criminal Justice Services

DEB: Division of Engineering & Buildings, division of the Commonwealth of Virginia Department of
General Services.

Defective: An adjective which, when modifying the word Work, refers to Work that is unsatisfactory,
faulty, deficient, does not otherwise conform to the Contract Documents, or does not meet the
requirements of inspections, standards, tests or approvals required by the Contract Documents, or
Work that has been damaged prior to the A/E’s recommendation of final payment (unless
responsibility for the protection thereof has been assumed by Owner at Substantial Completion or
Beneficial Occupancy).

Demolition: Removal of a building or facility either for land clearance or to make land available.

DEQ: Commonwealth of Virginia Department of Environmental Quality
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Design-Build (DB): A contract between a public body and a design-build Contractor in which the
Contractor agrees to both design and build the structure, roadway or other item specified in the
Contract between Owner and Contractor.

Design Contingency: A dollar amount included in an estimate of construction cost for the purpose of
addressing unforeseen costs from the further development of the project design.

“Design-not-to-exceed”Budget: The Project construction budget established in the A/E Contract as
the maximum cost for the construction of the Project for which the A/E is engaged to provide A/E
Services.

DGS: Commonwealth of Virginia Department of General Services
DHCD: Commonwealth of Virginia Department of Housing and Community Development
DPB: Commonwealth of Virginia Department of Planning and Budget

Drawing: A page or sheet of the Plans which presents a graphic representation, usually drawn to
scale, showing the technical information, design, location, and dimensions of various elements of the
Work. The graphic representations include, but are not limited to, plan views, elevations, transverse
and longitudinal sections, large and small scale sections and details, isometrics, diagrams, schedules,
tables and/or pictures.

DSBSD: Commonwealth of Virginia Department of Small Business and Supplier Diversity

Emergency: Any unforeseen situation, combination of circumstances or a resulting state that poses
imminent danger to health, life or property.

Engineer: A person who is qualified and licensed to practice engineering in Virginia as a Professional
Engineer by Architects, Professional Engineers, Land Surveyors, Certified Interior Designers and
Landscape Architects (APELSCIDLA) Board of the Department of Professional and Occupational
Regulation “Engineer” may also be used to refer to a firm of such individuals which is properly
licensed in the Commonwealth of Virginia.

Equal: Any other brand, make or manufacturer of a product, assembly or equipment that, in the
opinion of the A/E, is equivalent to that specified, considering quality, capabilities, workmanship,
configuration, economy of operation, useful life, compatibility with design of the Work and suitability
for the intended purpose, and which is accepted as such by the Owner.

Equipment: A tangible resource, such as machinery, articles or apparatus, of a permanent or long-
term nature, used in an operation or activity.

ESCO: Energy Service Company, or Energy Service Contract.
EV: All-Electric Vehicle- a road-registered vehicle that requires electrical charging to function.

eVA: DGS’ central electronic procurement system used in the Commonwealth of Virginia. The eVA
home page address is www.eva.virginia.gov .

EVCS: Electric Vehicle Charging Station — electrical charging supply equipment for road-registered
vehicles that includes the electrical infrastructure and equipment.
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EVPS: Electric Vehicle Parking Space- a vehicular parking space dedicated to the charging of an
electric vehicle.

Extra Service: A service which the Owner/Agency tasks the A/E to provide after the A/E Contract has
been signed and which was not included in the Basic Services or in the Additional Services as
described in the A/E Contract. Extra services, and the compensation therefore, are authorized by a
modification to the A/E Contract using the A/E Change Order, CO-11 ale.

FAACS: The Fixed Asset Accounting and Control System of the Virginia Department of Accounts. As
used herein, the real estate subsystem of FAACS.

Facility: A structure or group of structures, including all buildings and other improvements thereto,
which is built, installed or established to serve a particular purpose.

Field Order: A written order issued by the A/E which clarifies or explains the Plans, the
Specifications, or any portion or detail thereof, without changing the design, the Contract Price, the
Time for Completion or the Contract Completion Date.

Final Completion: Completion and full performance of all Work in accordance with the terms and
requirements of the Contract Documents, including the completion of all items identified on punch lists
generated through the inspections set forth in Section 44(b) and submission of all information,
manuals, warranties and documentation required by the Contract.

Final Completion Date: The date of the Owner’s acceptance of the Work following Final Completion.

Float: The excess time included in a construction schedule to accommodate such items as inclement
weather and associated delays, equipment failures, and other such unscheduled events. It is the
contingency time associated with a path or chain of activities and represents the amount of time by
which the early finish date of an activity may be delayed without impacting the Critical Path and
delaying the Contract Completion Date. Any difference in time between the Contractor’s approved
early completion date and the Contract Completion Date shall be considered a part of the project float.

Float, Free: The time (in Days) by which an activity may be delayed or lengthened without impacting
the start day of any successor activity..

Float, Total: The difference (in Days) between the maximum time available within which to perform
an activity and the duration of that activity. It represents the time by which an activity may be delayed
or lengthened without impacting the Contract Completion Date.

General Conditions (GC): The General Conditions of the Construction Contract, DGS-30-054, Form
CO-7, latest edition. Also the General Conditions of the Design-Build Contract, DGS-30-056, Form
CO-7DB for use with Design-Build contracts; and the General Conditions of the Construction Manager
“At Risk” Construction Contract, DGS-30-057, Form CO-7CM for Construction Manager at Risk
contracts. All documents can be found on the Forms Center.

Goods: Material, equipment, supplies, printing and automated data processing hardware and
software.

Historically Black Colleges and Universities: Any college or university that was established prior
to 1964; whose principal mission was, and is, the education of black Americans; and that is accredited
by a nationally recognized accrediting agency or association determined by the Secretary of
Education.
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HPBA Building Value: The value for the building as it stands in its current condition.
HVAC: Heating, Ventilating and Air Conditioning

Improvements: All work necessary to produce a complete and usable change to an existing facility or
structure, including the associated architectural and other technical services, the fixed equipment
installed and made part of the facility or structure, and site development. Improvements include:

a. Alteration of interior space arrangement and other physical characteristics, such as utilities, so that
the structure may be more effectively used for its present designated functional purpose;

b. Conversion of interior arrangement and other physical characteristics, such as utilities and fixed
equipment installed on and made a part of the facility or structure, so that an existing structure
may be effectively utilized for a new functional purpose;

c. Renovation of most or all of a facility or structure or an existing mechanical system to comply with
current building code requirements or to modernize it so that it may be more effectively used for its
designated functional purpose;

d. Restoration of a facility or structure, to the maximum extent possible, to its former or original state
(historic property);

e. Relocation from one site to another of a facility or structure either by moving it intact or by
disassembling it and subsequently reassembling it; and

f. Major repair to restore a facility, mechanical system, or utility system to a condition that allows it to
continue to be appropriately used, including the reprocessing or replacement of parts or materials
that have deteriorated by action of the elements or “wear and tear” in use

Informality: A minor defect or variation of a bid or proposal from the exact requirements of
the Invitation to Bid or Request for Proposals that does not affect the price, quality, quantity or delivery
schedule for the goods, services or construction being procured. (Code of Virginia § 2.2-4301)

Invitation for Bids (IFB): A formal solicitation to the public including the Notice, Instructions To
Bidders, Bid Form, General Conditions of the Construction Contract (CO-7), Supplemental General
Conditions, Special Conditions, Forms to be used, the Plans and Specifications, and any other
documents listed in the Specifications, all of which request qualified bidders to submit competitive
prices or bids for providing the described Work on a Project. The IFB is the “Invitation for Bid”
required by Code of Virginia, § 2.2-4302.1.

Landscape Architect: An individual licensed by the Commonwealth of Virginia as a ‘Landscape
Architect’ by the APELSCIDLA Board of the Department of Professional and Occupational Regulation.
The Landscape Architect may function as an A/E Project Manager and may be the A/E of Record on
those Projects where the preponderance of the work is represented by the application of the principles
and methodology of landscape architecture in consultation, evaluation, planning (including the
preparation and filing of sketches, drawings, plans and specifications) and responsible supervision or
administration of contracts relative to Projects principally directed at the functional and aesthetic use
of land.

LEED: Leadership in Energy and Environmental Design

Liquidated Damages: See Section 43 of the General Conditions of the Construction Contract (CO-7).
As used in this Manual, the term “Liquidated Damages” generally means a predetermined and fixed
amount of money per period of time as stated in the Contract Documents and which will be charged to
the Contractor as a measure of damages for delay suffered by the Owner due to failure of the
Contractor to substantially complete, or finally complete, the Project/Work by the date or time
established in the Contract Documents.
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Maintenance Prevention: A technique embracing reliability engineering and maintenance experience
and directed at preventing potential design defects that would ultimately inhibit proper operation and
maintenance of new equipment, buildings, and property components. Design deficiencies are
identified, mitigated or eliminated through careful maintenance oriented review of the design
document prior to purchase, construction, or installation. “Maintenance Prevention” is influenced
heavily by life cycle cost considerations.

Maintenance Reserve Project: A single effort undertaking which involves major repair or
replacement to plant, property, or equipment that is intended to extend its useful life. Any project,
other than a roof replacement should cost between $25,000 and $2.0 million. A roof replacement
project may cost up to $4.0 million. However, a project costing under $25,000 or over the $2.0 or
$4.0 million limits that meets the criteria may also qualify as a maintenance reserve project if
authorized by the Department of Planning and Budget. Coordinate with the Department of Planning
and Budget regarding project cost limitations for Maintenance Reserve Projects. A project that meets
one of more of the following criteria qualifies for maintenance reserve funding:

a. Repair or replacement of functionally obsolete, damaged or inoperable built-in equipment such as
elevators, furnaces, plumbing fixtures, air conditioning and ventilation;

b. Repair or replacement of components of a plant such as exterior wood, masonry, ceilings, floors,
floor coverings, doors, windows, roofs, sidewalks, parking lots, fencing, and exterior lighting;

c. Repair or replacement of existing utility systems, such as steam lines, natural gas, air, electrical,
water and sewer. When replacement of components of utility systems is required (e.g.
transformers, distribution panels, cables, etc.), new components should be sized to account for
future growth if the existing components are operating at or near capacity;

d. Correction of problems resulting from erosion and drainage;

e. Work related to handicapped access, energy conservation, building and safety codes compliance,
safety and security, lead paint abatement, or asbestos correction; and/or,

f. Other projects approved by the Department of Planning and Budget.

Memorandum of Understanding (MOU): A document signed by both the A/E and the Owner that
formalizes the details of the fee negotiations, the scope of work, the A/E schedule, and other items
agreed to during negotiations. The terms of the MOU are more project specific, supplementing and/or
clarifying the requirements of the A/E Contract in terms of the particular project. However, the MOU
does not supersede nor take precedence over the requirements of the A/E Manual unless such
change has been approved in writing by the Director of the Division of Engineering & Buildings or his
designee and such written approval is attached to the MOU.

Micro Business: A small business certified as a micro business by the Virginia Department of Small
Business and Supplier Diversity (DSBSD). For purposes of DSBSD micro certification, the business
must have no more than 25 employees and has no more than $3 million in average annual revenue
over the three-year period prior to certification.

Minority Individual: An individual who is a citizen of the United States or a legal resident alien and
who satisfies one or more of the following definitions:

1. African American: A person having origins in any of the original peoples of Africa and who is
regarded as such by the community of which this person claims to be a part.

2. Asian American: A person having origins in any of the original peoples of the Far East, Southeast
Asia, the Indian subcontinent, or the Pacific Islands, including but not limited to Japan, China,
Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Mariana Islands, the Philippines, a U.S. territory
of the Pacific, India, Pakistan, Bangladesh, or Sri Lanka, and who is regarded as such by the
community of which this person claims to be a part.

3. Hispanic American: A person having origins in any of the Spanish-speaking peoples of Mexico,
South or Central America, or the Caribbean Islands or other Spanish or Portuguese cultures and who
is regarded as such by the community of which this person claims to be a patrt.

2022 Edition ¢ Construction and Professional Services Manual ¢ Revision 0 ¢ 08/01/22
32


http://www.sbsd.virginia.gov/
http://www.sbsd.virginia.gov/

4. Native American: A person having origins in any of the original peoples of North America and who
is regarded as such by the community of which this person claims to be a part or who is recognized
by a tribal organization.

Minority-owned Business: A business certified as minority-owned by the Virginia Department of
Small Business and Supplier Diversity (DSBSD). The Code of Virginia defines this to include
businesses that are at least 51 percent owned by one or more minority individuals who are U.S.
citizens or legal resident aliens, or in the case of a corporation, partnership, or limited liability
company or other entity, at least 51 percent of the equity ownership interest in the corporation,
partnership, or limited liability company or other entity is owned by one or more minority individuals
who are U.S. citizens or legal resident aliens, and both the management and daily business
operations are controlled by one or more minority individuals, or any historically black college or
university, regardless of the percentage ownership by minority individuals or, in the case of a
corporation, partnership, or limited liability company or other entity, the equity ownership interest in
the corporation, partnership, or limited liability company or other entity.

New Construction: The building of a new structure, facility or improvement (including utilities) on a

site. A new construction project is a single undertaking involving the building of one or more facilities.

Included in the project are: all work necessary to accomplish a specific purpose and produce a

complete and usable new structure; the associated architectural and other technical services; the

equipment installed and made part of the facility; and site development and improvements. New

construction includes:

a. Construction of, or site preparation for, a new plant, including the erection, installation, or
assembly of a new building, structure, or utility system;

b. Any addition, expansion, or extension to a structure that adds to its overall exterior dimensions;
and

c. Complete replacement of a facility that, because of age, hazardous conditions, obsolescence,
structural and building safety conditions or other causes, is beyond the point where it may be
economically repaired or renovated and can no longer be used for its designated purpose.

Nonprofessional Services: Any services not specifically identified as “professional services” in the
definition of “professional services” provided by Code of Virginia § 2.2-4301.

Notice: All written notices required or permitted under the A/E Contract or Contract Documents.
Notice shall be given in writing to the email address or physical delivery location identified in the A/E
Contract or Contract Documents for receipt of Notice by the receiving party. A Notice is deemed to
have been properly given and effective at the time such Notice is (i) deposited with a nationally
recognized overnight delivery service using no more than two (2) business day delivery service for
delivery to the Notice address; (ii) hand delivered to the Notice address; (iii) enclosed in a postage
prepaid envelope addressed to the Notice address and delivered to a United States Postal Service for
delivery by prepaid certified or registered mail; or (iv) sent via email to the email address identified for
Notice in the A/E Contract or Contract Documents.

Notice of Award: The written notification by Owner to the apparent successful bidder notifying the
bidder that it has been awarded the contract, pending the submittal and execution of all documents
required in the IFB.

Notice of Intent to Award: The written public posting by Owner announcing the apparent successful
bidder and notifying the bidder and all other bidders that the Owner intents to award the contract to
the apparent successful bidder pending completion of the verification that it is a Responsible Bidder
and the receipt and acceptance of all executed documents required in the IFB.
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Notice to Proceed: A written Notice given by the Owner to the Contractor fixing the date on which the
Time for Completion will commence for the Contractor to begin the execution of the Work. The Notice
to Proceed will identify the Contract Completion Date if not otherwise established by the Contract.A
written Notice given by the Owner to the Contractor (with a copy to A/E) fixing the date on which the
Time for Completion will commence for the Contractor to begin the execution of the Work in
accordance with the requirements of the Contract Documents. The Notice to Proceed will customarily
identify a Contract Completion Date.

NFPA: National Fire Protection Association

Owner: For purposes of the Manuals, “Owner” shall mean the public body, i.e., agency, institution, or
department, with whom the Contractor or the A/E has entered into a contractual agreement and for
whom the Work or services will be provided, also referred to as “Agency.”

Owner’s Construction Contingency: A dollar amount included in an Owner’s budget for the purpose
of addressing unforeseen costs during the further execution of the project. When the term
“Construction Contingency” appears in the CPSM or in related forms, it means “Owner’s Construction
Contingency.”

Performance Specification: A specification which generally describes the characteristics of the
article required, e.g. the style, type, quality, character, economy of operation and purpose to be
served by the article and the results required of the article provided. It does not restrict bidders to a
specific brand, make, or manufacturer, nor does it tell the Contractor how to achieve the required
result.

Person: Any individual, corporation, partnership, association, company business, trust, joint venture
or other legal entity.

Plans: The group or set of Project-specific drawings which are included in the Contract Documents.

Pre-bid Conference: A meeting of interested, prospective bidders held at the Owner’s discretion,
usually with the assistance of the A/E, prior to the receipt of bids in which comments or questions
concerning specifications or other provisions in the IFB or RFP can be received and considered (Code
of Virginia 8§ 2.2-4316). Any response shall be in writing and distributed to all who requested and
received the IFB and RFP.

Preplanning: A process meant to obtain a more detailed definition and cost estimate of a project.

Prequalification of Bidders: The process by which the qualifications and credentials of potential
bidders may be evaluated for particular types of services or construction in accordance with criteria
established in writing and sufficiently in advance of their implementation to allow interested persons or
firms a fair opportunity to complete the process (Code of Virginia § 2.2-4317).

Professional Services: As defined in Code of Virginia, § 2.2-4301, work performed by an
independent contractor within the scope of the practice of accounting, actuarial services, architecture,
land surveying, landscape architecture, law, dentistry, medicine, optometry, pharmacy or professional
engineering. “Professional Services” shall also include the services of an economist procured by the
State Corporation Commission.

Project: The term used instead of the specific or proper assigned title of the entire undertaking which
includes, but is not limited to, the Work and the A/E Services.
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Project Inspector: One or more persons employed by the Owner to inspect the Work for the Owner
and/or to document and maintain records of activities at the Site to the extent required by the Owner.
The scope of the Project Inspector’s authority with respect to the Contractor is limited to that indicated
in Section 16 (e) and (f) of the General Conditions and as supplemented by the Owner in writing to the
Project Inspector and to the Contractor.

Project Manager: The Project Manager shall be the Owner’s designated representative on the
Project. The Project Manager shall be the person through whom the Owner generally conveys written
decisions and instructions. All Notices to the Owner and all information required to be conveyed to
the Owner shall be conveyed to the Project Manager unless otherwise stated in the Contract. The
scope of the Project Manager’s authority is limited to that authorized by the Owner. The Owner may
change the Project Manager from time to time and may, in the event that the Project Manager is
absent, disabled or otherwise temporarily unable to fulfill their duties, appoint an interim Project
Manager.

Also used as a generic designation of the representative of an Owner, an A/E or a Contractor or
others through whom written decisions and notices are generally conveyed.

Project Manual: The assemblage of documents including the front end documents that establish the
contract requirements for construction, the specifications which establish the technical requirements
for the materials and installation of construction, and appendices if applicable

Proprietary: An adjective used to describe a product or piece of equipment which is manufactured
under some exclusive right but which is available to Subcontractors from multiple vendors or
Suppliers; (e.g. a product or piece of equipment which is specified by a single brand name and model
number and which is available to bidders from more than one source, but for which no “Equal” is
permitted.)

Provide: Shall mean furnish and install ready for its intended use.

Real Estate: Any land and improvements including all rights and interest (i.e., leasehold, easements,
permission, licenses, allotments, minerals, remainder or any other interest).

Request for Proposal (RFP): A written public notification by the Owner soliciting proposals for
professional, nonprofessional, or contractor services. The RFP generally describes the services
sought, the unigue capabilities or qualifications needed to perform the work, factors to be used to
evaluate proposals and the conditions for negotiating prices and terms with the Offerors.

Responsible Bidder: A bidder who has the capability, in all respects, to perform fully the Contract
requirements and the moral and business integrity and reliability that will assure good faith
performance, and who has been prequalified, if required (Code of Virginia § 2.2-4301).

Responsive Bidder: A person or firm who has submitted a bid which conforms in all material
respects to the Invitation for Bid (Code of Virginia 8 2.2-4301).

SCHEV: State Council on Higher Education in Virginia
Sealed Bid: A bid which has been submitted in a sealed envelope or electronically submitted into
eVA utilizing the eVA Secure Vendor Portal to prevent its contents from being revealed or known

before the deadline for the submission and opening of all bids.

Service: A service that the Owner/Agency includes in the A/E’s Scope of Work as part of the Work
under the A/E Contract but which service is not included in the A/E Basic Services as described in the
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Manual. Compensation for the additional services is included in the fee negotiations prior to signing
the contract and is, therefore, included in the A/E Contract.

Services: Any work performed by an independent contractor wherein the service rendered does not
consist primarily of acquisition of equipment or materials, or the rental of equipment, materials, or
supplies (Code of Virginia 8§ 2.2-4301).

Service Disabled Veteran: A veteran who (i) served on active duty in the United States military
ground, naval, or air service, (ii) was discharged or released under conditions other than
dishonorable, and (iii) has a service-connected disability rating fixed by the United States Department
of Veterans Affairs.

Service Disabled Veteran-Owned Business: A business certified as such by the Virginia
Department of Small Business and Supplier Diversity (DSBSD). The Code of Virginia defines this to
include businesses that are at least 51 percent owned by one or more service disabled veterans or, in
the case of a corporation, partnership, or limited liability company or other entity, at least 51 percent of
the equity ownership interest in the corporation, partnership, or limited liability company or other entity
is owned by one or more individuals who are service disabled veterans and both the management
and daily business operations are controlled by one or more individuals who are service disabled
veterans.

Shop Drawings: The drawings, diagrams, illustrations, schedules, installation descriptions and other
data prepared by or for the Contractor to provide detailed information for the fabrication, location,
erection, installation, connection and methodology associated with the Work. Shop drawings are
intended to aid in the preparation and installation of materials and to ascertain that the materials
proposed by the Contractor conform to the requirements of the Contract Documents.

Small Business: A business certified as a small business by the Virginia Department of Small
Business and Supplier Diversity (DSBSD) The Code of Virginia defines a “small business” as one that
is at least 51% independently owned and controlled by one or more individuals, or in the case of a
cooperative association organized pursuant to Chapter 3 (§ 13.1-301 et seq.) of Title 13.1 as a
nonstock corporation, controlled by one or more members, who are U.S. citizens or legal resident
aliens, and together with affiliates, has 250 or fewer employees or average gross receipts of $10
million or less averaged over the previous three years. One or more of the individual owners or
members shall control both the management and daily business operations of the small business.

Sole Source: A product, item of equipment, service or combination of these which is available from
only one manufacturer, vendor or provider in an area to the exclusion of others (e.g. within the
constraints of the particular Project, whether geographic, time, material or other). If products,
equipment or services are franchised to only one vendor in an area, the vendor would be considered
a Sole Source for such products, equipment or services specified for this Project.

Special Conditions: That part of the Contract Documents which describes special or additional
requirements or procedures applicable to the Project. The Special Conditions do not amend or
supersede the General Conditions of the Construction Contract (CO-7).

Specifications: That part of the Contract Documents containing the written administrative
requirements and the technical descriptions of materials, equipment, construction systems, standards,
and workmanship for the Work.

State Agency: Any authority, board, department, instrumentality, institution, agency or other unit of
state government. The term shall not include any county, city, town or any local or regional
governmental authority. (Code of Virginia § 2.2-4347)
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Subcontractor: A person or firm having a direct contract with the Contractor or with any other
Subcontractor for the performance of the Work, or who has a direct contract with the A/E for
professional services for the Project. Subcontractor includes any person or firm who provides on-Site
labor but does not include a Supplier.

Submittals: All Shop, fabrication, setting and installation drawings, diagrams, illustrations, schedules,
samples, and other data required by the Contract Documents which are specifically prepared by or for
the Contractor to illustrate some portion of the Work and all illustrations, brochures, standard
schedules, performance charts, instructions, diagrams and other information prepared by a Supplier
and submitted by the Contractor to illustrate material or equipment conformance of some portion of
the Work with the requirements of the Contract Documents.

Substantial Completion: The condition when the Owner agrees that the Work, or a specific portion

thereof, is sufficiently complete, in accordance with the Contract Documents, so that it can be utilized
by the Owner for the purposes for which it was intended. The Owner at its sole discretion may, after

obtaining the necessary approvals and certificates, take Beneficial Occupancy at this time or choose
to wait to occupy until after Final Completion is achieved.

Substitute: A material, product, equipment, or assembly that deviates from the requirements of the
Contract Documents but which the Contractor deems will perform the same function and have equal
capabilities, service life, economy of operation, and suitability for the intended purpose. The proposal
must include any cost differentials proposed. Any such proposed substitute must be submitted to the
A/E for review and, if acceptable to the A/E and the Owner, incorporated into the Construction
Contract by Change Order.

Supplemental General Conditions: An amendment or modification which amends or supplements
the General Conditions of the Construction Contract (CO-7) or the Terms and Conditions of the A/E
Contract (CO-3a).

Supplier: A manufacturer, fabricator, distributor, material provider or vendor who provides material for
the Project but does not provide on-site labor.

SWaM/SDV Business: All subcategories of Small Businesses including Micro Business, Minority-
Owned Business, Service Disabled Veteran-Owned Business, Small Business, and/or Women-
Owned Business together as a group.

Tax Exempt: Construction is not tax exempt per Title 23 VAC 10-210-410 A. The sales tax exemption
does not extend to tangible personal property sold to a construction Contractor for its use or
consumption in the performance of a real property construction contract. However, when materials are
purchased directly by the Commonwealth and provided to the Contractor for use on a project, the
Commonwealth is Tax Exempt on that purchase. When an estimate is provided for a Guaranteed
Maximum Price, Change Order, or other similar item requiring a detailed itemization of the costs of a
project, the itemized sales tax is considered a part of the cost of the work. The itemized sales tax is
valid for inclusion in these estimates and demonstrates that the Contractor has complied with Title 23
VAC 10-210-410 by taking the amount of the tax into consideration when submitting its price.

Time for Completion: The number of consecutive Days following the Date of Commencement within
which the Contractor must achieve Substantial Completion of the Work in accordance with the
Contract Documents.

UFAS: Uniform Federal Accessibility Standards
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Unit Price Work: Work to be paid for on the basis of established unit prices for the quantity of
material provided or work done.

Unsealed Bid: An unsealed written offer conveyed by U.S. Postal Service, commercial courier
service, facsimile, email, or other means. The bids are normally opened and recorded when received.

USBC: The Uniform Statewide Building Code adopted by the Virginia Department of Housing and
Community Development (DHCD) in conformance with the Code of Virginia § 36-98.1. (Also referred
to as the VUSBC.)

USGBC: U.S. Green Building Council

VAC: Virginia Administrative Code

VBO: Virginia Business Opportunities

VCC: The Virginia Construction Code

VCCO: The acronym used to refer to a state employee who has successfully completed the
necessary training and testing and recertification, when required, by the Division of Engineering &
Buildings in state procurement law, policy and procedures and who has been awarded the
designation of Virginia Construction Contracting Officer (VCCO). Where used in this Manual, the
VCCO functions are related to the following: procurement of professional services contracts; receipt,
opening and review of bids; signing the CO-8 recommending award of the contract to the successful
bidder; and approval of change orders.

VCO: A state employee who has been certified by the Division of Purchases and Supply as a Virginia
Contracting Officer (VCO)

VEBC: The Virginia Existing Building Code
VEES: The Virginia Energy Conservation and Environmental Standards

VPPA: The Virginia Public Procurement Act, 88 2.2-4300 thru 2.2-4383, Code of Virginia as amended

VUSBC: Virginia Uniform Statewide Building Code (Also referred to as the USBC). Refer to Chapter 4
for detailed descriptions of the various VUSBC patrts.

Women-owned Business: A business certified as women-owned by the Virginia Department of
Small Business and Supplier Diversity (DSBSD). The Code of Virginia defines this to include
businesses which are at least 51 percent owned by one or more women who are U.S. citizens or legal
resident aliens, or in the case of a corporation, partnership, or limited liability company or other entity,
at least 51 percent of the equity ownership interest is owned by one or more women who are U.S.
citizens or legal resident aliens, and both the management and daily business operations are
controlled by one or more women.

Work: The construction and services required by the Contract Documents, whether completed or
partially completed, including, but not limited to, furnishing labor, furnishing and incorporating
materials and equipment into the Construction. The Work includes the entire completed Construction,
or the various separately identifiable parts thereof, required to be provided under the Contract
Documents or which may reasonably be expected to be provided as part of a complete, code
compliant and functioning system for those systems depicted in the Plans and Specifications.
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CHAPTER 3 - ARCHITECTURAL AND ENGINEERING SERVICES
3.1 PROCUREMENT PROCEDURES FOR PROFESSIONAL SERVICES

3.1.1 General Policy on Procuring A/E Services

The Virginia Public Procurement Act (Code of Virginia 88 2.2-4300 thru 2.2-4377) sets forth the
general parameters for public procurement, including procurement of professional services. The
sections in this chapter provide further clarification of the requirements for procurement of
professional services. Requirements for the procurement of construction services (a non-
professional service) are addressed in Chapter 7 of this Manual.

3.1.1.1 Professional Disciplines

The policy of the Commonwealth is to contract with a single entity in acquiring the full range of
disciplines necessary to provide the services identified for the project. The entity may be an
Architectural & Engineering firm with in-house capabilities in all disciplines, or it may be an
Architectural, Engineering or Land Surveying firm which subcontracts for disciplines not in-
house. All of the above entities have an equal opportunity to compete for projects.
Consideration will be given to the proposer which demonstrates it has the ability to meet the
criteria in the RFP and is best suited to provide the services for the project. In any case the
proposer will be referred to as the Architect/Engineer (A/E) and will be required to provide the
services indicated in the contract.

3.1.1.2 Professional Responsibility

The person having overall responsibility for the project management and coordination of
disciplines may be either a licensed Architect or Professional Engineer. A licensed Architect
shall be in charge of planning and design of the Architectural aspects of the project. A licensed
Engineer competent in that particular discipline shall be in charge of each discipline of the
Engineering aspects of the project. The Architect or Engineer shall be registered and licensed
by the Virginia Department of Professional and Occupational Regulation (DPOR) in
accordance with requirements of the Code of Virginia.

3.1.1.2.1 Delegated Design

Engineered systems and products that the A/E believes are most effectively and efficiently
designed and engineered by a subcontractor or manufacturer in Shop Drawings may be
submitted to the Agency for review and approval for the use of Delegated Design. The A/E
shall provide the Agency approved Delegated Design list with the Preliminary submittal,
and shall include the final Delegated Design list on the Title Sheet of the drawings.

The A/E shall be responsible for compatibility of the Delegated Design systems and
products with the design and construction of the building, and shall verify compatibility
during Shop Drawing review of the Delegated Design items. The A/E fee may be adjusted
depending upon the type and number of engineered systems and products for which
Delegated Design is used.

The graphic configuration of Delegated Design systems that demonstrates building code
compliance, compliance with referenced accessibility standards, and the specific design
criteria (structural design loads or reference standards) for the project shall be included in
the contract documents. A written description of a code compliant design and a generic
reference to standards do not meet these criteria.

3.1.1.2.2 Standard / Prototype Design for Structures
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When the Agency Head has obtained approval to proceed with Standard / Prototype
design of a structure, the A/E is responsible for designing a structure that meets the most
stringent structural load requirements (including wind, snow, seismic) in the
Commonwealth of Virginia. Alternatively, the A/E shall clearly identify areas of the
Commaonwealth where the Standard / Prototype design requires modifications prior to use.

3.1.1.3 Agency Responsibility

The Agency Head will designate, in writing, a person, called in this Manual the Agency
Contracting Officer or Chief Facilities Officer, who shall be responsible for the administration
and supervision of the agency’s capital outlay and construction program. This designee shall
be responsible for assuring that the Agency conforms to the policies and procedures in the
Manual for the procurement and administration of professional and nonprofessional service
contracts and for the procurement and administration of construction contracts.

3.1.1.3.1 Delegated Design

The use of Delegated Design for systems that can be defined by general graphic
configuration and specifications, that do not impact the aesthetic design of the structure
and that demonstrate building code compliance may be accepted at the discretion of the
Agency. Division of Engineering and Buildings review of Agency approved Delegated
Design systems for appropriateness and scope will be made at Preliminary Design. State
Building Official review for compliance with the building code of Delegated Design systems
is contingent upon the construction documents providing the design criteria of graphic
configuration and specifications.

Systems for which Delegated Design may be considered include, but are not limited to, the
following:

Systems with Shop Drawing review / approval by the State Building Official after the A/E
reviews and approves the Shop Drawings

Fire Suppression Systems

Fire Alarm Systems

Access Control (Security) Systems

Systems with Shop Drawing review / approval by the A/E
Rammed aggregate piers
Helical piers
Segmental block retaining walls
Common steel structural connections
Interior non-load bearing metal stud walls
Pre-engineered metal buildings
Precast concrete buildings
Fabric arch buildings
Wood and light gauge steel trusses
Precast structural concrete
Precast concrete cladding
Steel stairway structure including handrails and guards
Bolted and welded steel connections
Architectural mock-ups
Curtain walls
Storefront
Ductwork support hangers
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Piping support hangers

Lightning protection

Electrical coordination studies

Fault and arc flash studies

Short circuit studies

In-building emergency communications infrastructure

3.1.1.3.2 Standard / Prototype Design for Structures

When the Owner determines that Standard/Prototype design for structures such as picnic
shelters, sheds, bath houses, single family residences, cabins, and utility buildings is
desirable, a request shall be submitted from the Agency Head to the DEB Director for
approval of the use of a Standard/Prototype design. Information identifying the area
(square footage), use and occupancy group shall be included in the request.

3.1.1.4 High-risk Contract Review

Prior to issuing the solicitation (RFP) for A/E professional services and prior to the award of an
A/E contract, the Agency shall determine whether the project value meets the definition of a
High-risk Contract as defined by Code of Virginia § 2.2-4303.01 High-risk contracts. If the
project meets the definition of a High-risk Contract, then submission for review and comment
by DGS Division of Purchases and Supply and the Office of the Attorney General shall be
made.

DGS Division of Purchases and Supply
Email the proposed solicitation (RFP) and proposed award documents (Contract and
attachments) along with the High-Risk Contract Review Annex 3-L form to
highriskcontracts@dgs.virginia.gov (Annex 3-L can be found in the APSPM at
https://dgs.virginia.gov/procurement/policy-consulting--review/policy/ by searching for
“Annex 3-L” in the Word document.)

Office of the Attorney General
Submit to the OAG in accord with the instructions at Review of High-Risk Solicitations
and Contracts (state.va.us)

3.1.2 Procurement of Related Services
The following types of services are typically required for capital outlay projects and for building
planning, construction and renovation projects:

3.1.2.1 Professional Services

Land surveyors, geotechnical engineers, soils engineers, landscape design, or any service
requiring the use of a licensed architect, engineer, landscape architect, or surveyor are, by
state law, considered to be Professional Services and shall be procured as outlined in this
chapter.

3.1.2.2 Nonprofessional Services (Other than Construction)

Cost consultants, interior design, soils testing, concrete testing, project management, project
administration, inspection/clerk of the works, and other services which may be performed by
either licensed or non-licensed architects, engineers or others are considered to be
Nonprofessional Services and shall be procured using procedures contained in the DGS,
Division of Purchases and Supply, Agency Procurement and Surplus Property Manual.
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3.1.3 Project Scope of Work

Once the Agency determines the need for professional services, a Scope of Work will be prepared
to identify or outline the services required, to identify the criteria, limitations and parameters for the
services, and to describe the product(s) expected. The Scope may range from very general to
very specific and will usually reference the Manual, the State Budgeting Instructions, the Virginia
Uniform Statewide Building Code and/or other standards for the specific related requirements.

3.1.4 Requests for Proposal (RFP)

When the total contract fees are expected to be greater than $80,000, the Request for Proposal
(RFP) shall indicate in general terms the nature of the project and the architectural and/or
engineering services which are sought, specify the factors which will be used in evaluating the
proposals, incorporate by reference the Manual including the contractual terms and conditions
contained therein, and set forth specifically any additional contractual terms and conditions. The
RFP will state any unique capabilities or qualifications which will be required of the A/E. Each
respondent to the RFP agrees to provide all the architectural and/or engineering services with
respect to the project that are set out in the Manual and the RFP.

The RFP may specify the method to be utilized during negotiations in arriving at the fee amount
for services; however, it shall not call for Proposers to furnish estimates of man-hours, labor rates,
or cost for services with their qualification proposals. If no method is specified, the respondents
may propose methods for negotiating the fee amount.

Each respondent shall submit ARCHITECTURAL/ENGINEERING FIRM DATA (Forms AE-1
through AE-6) in response to the RFP and include the data and qualifications of any A/E firms to
be associated with it on the Project. Responses which do not include the Forms AE-1 through AE-
6 and/or do not include the requested information and data may be considered as Not Responsive
to the RFP.

Sample RFP Formats for A/E services are available in the DGS Forms Center.

Proprietary information from respondents shall not be disclosed to the public or to the competitors
provided such proprietary information is appropriately identified in the RFP response, as required
by Code of Virginia § 2.2-4342, F.

A/Es who submitted proposals but were not selected may contact the agency for a de-briefing.
The agency shall provide an explanation as to why the firm was not selected.

3.1.5 Advertisements for Professional Services

3.1.5.1 Public Notice of Request for Proposals

Public notice of the Request for Proposals shall be given a minimum of 10 days prior to the
date set for receipt of proposals. Public Notice of RFP’s for A/E services for Capital Projects
and for Term A/E Contracts shall be posted for at least 21 days unless a shorter time (but not
less than 10 days) is justified and approved in writing by the Director, Division of Engineering
& Buildings or, where delegated, the Agency’s Chief Facilities Officer / Contracting Officer. The
written justification and approval shall be a part of the official procurement transaction record.

3.1.5.2 Methods of Notice

Public notice of any Request for Proposal shall be given by the following method:

1. Publication of a notice on eVA, Virginia's central electronic procurement website

2. Publication of the notice may be included in a newspaper of general circulation in the area
in which the contract is to be performed.
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3. Publication of the notice may also be included in a newspaper of general circulation
statewide.
4.. In addition to the above, proposals may be solicited directly from potential A/E firms.

3.1.5.3 Contact Information
The public notice shall show the name, address, e-mail address, and phone number to be
used to obtain a copy of the RFP.

3.1.6 Small Businesses and Small Businesses Owned by Women, Minorities, and
Service Disabled Veterans
Executive Order 35 (2019) established requirements intended to enhance opportunities for small

businesses, including small businesses owned by women, minorities, and service disabled
veterans. All proposals shall include a small business procurement plan. Therefore, when
evaluating these proposed small business procurement plans, only consider small business and
micro business participation.

a.

b.

The RFP evaluation criteria shall include a race-neutral and gender-neutral criterion for small
business participation.

Per Executive Order 35 (2019), executive branch agencies “shall formulate policies and
procedures for a set-aside program” and shall ensure that a greater percentage of purchases
is made from certified small businesses.

In awarding points for the small business participation, the maximum number of available
points shall be awarded to any A/E that is a small business. If the A/E is not a small business,
the maximum number of points available shall be reduced.

There is no requirement for a fixed level of participation, although an Agency may set a
minimum required level if it so chooses.

The plan shall become a requirement of the contract, and compliance with the plan shall be
demonstrated prior to final payment.

The A/E shall indicate in its proposal whether it will be using specific consultants or
subcontractors to comply with the plan. If so, any changes in the identity of the consultants or
subcontractors shall be submitted to the Agency along with an explanation as to why the
change is being made.

Refer to Sections 3.1.8.1, 3.1.8.2, 3.1.8.3 and 3.1.8.4 for details of the various procedures to be
utilized for procurement of A/E services.

3.1.6.1 Fees Up To $10,000

Contracts with a fee, or accumulation of fees, that is expected to be less than or equal to
$10,000 are set aside for licensed DSBSD certified micro businesses. Informally solicit a
proposal from one licensed DSBSD certified micro business. If agreement on a fair and
reasonable fee cannot be reached with the A/E, then informally solicit a proposal from another
DSBSD certified micro business. Repeat until a fair and reasonable fee is agreed upon. If,
upon due diligence, it is determined that no micro businesses in this category exist, are willing
to participate, or are appropriately qualified, then a DSBSD certified small business (as
opposed to a micro business) may be contacted.

Options for an agency to achieve this set aside include: (1) use an A/E who has a Term
Contract if the A/E is also a DSBSD certified micro business or a small business; or (2) use an
A/E who has a Term Contract with either a small or a non-small business provided that small
business participation was considered as an evaluation criterion in the original solicitation; or
(3) use the “Category B, Small Purchase Professional Service Procurements” procedure as
outlined in Section 3.1.8.2. Whichever option is selected, the repeated use of the same A/E
contract is not permitted.
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3.1.6.2 Fees More Than $10,000 Up To $80,000

Contracts with a fee, or accumulation of fees, that are expected to be more than $10,000 up to
$80,000 are set aside for licensed DSBSD certified small businesses (including micro
businesses). Informally solicit a written proposal from one licensed DSBSD certified micro
business and post the notice on eVA. (Code of Virginia § 2.2-1110(A)) If agreement on a fair
and reasonable fee cannot be reached with the DSBSD certified micro business A/E,
informally solicit a written proposal from a DSBSD certified small business A/E. Repeat
process with DSBSD small businesses until a fair and reasonable fee is agreed upon. If upon
due diligence, it is determined that no micro businesses in this category exist, are willing to
participate, or are appropriately qualified, then a DSBSD certified small businesses may be
contacted initially.

Options for an agency to achieve this set aside include: (1) use an A/E who has a Term
Contract if the A/E is also a DSBSD certified micro business or a small business; or (2) use an
A/E who has a Term Contract with either a small or a non-small business provided that small
business participation was considered as an evaluation criterion in the original solicitation; or
(3) use the “Category B, Small Purchase Professional Service Procurements” procedure as
outlined in Section 3.1.8.2. Whichever option is selected, the repeated use of the same A/E
contract is not permitted.

3.1.6.3 Fees More than $80,000

Contracts with a fee, or accumulation of fees, that are expected to be more than $80,000 are
not set aside for licensed DSBSD certified small businesses. However, the A/E shall submit
(as part of the response to the RFP) a report of past efforts to utilize the goods and services of
such businesses and plans for involvement on the proposed contract. By submitting such
information with their proposal, proposers certify that all information provided is true and
accurate. If a proposer fails to submit all information requested, the purchasing agency may
require prompt submission of missing information after the receipt of A/E proposals. Failure to
provide information required by the RFP will ultimately result in rejection of the proposal as
non-responsive.

3.1.6.3.1 Data Required with the Proposal
The following data is required on each micro business and small business. The format for
submission of this data is provided in forms AE-1 through AE-6 (Form DGS-30-004).

1. Type of ownership and DSBSD Certification Number(s), if applicable;

2. Utilization of DSBSD certified firms in the most recent twelve (12) months; and

3. Small business participation plan — the planned involvement or services to be
performed by DSBSD certified firms on the proposed project.

3.1.6.3.2 Reporting

On contracts for professional services which exceed $80,000 in total gross fees, the A/E is
required to submit reports on the involvement of micro businesses and small businesses
on Form DGS-30-360 in order to ensure compliance with the level of participation of small
and micro businesses that was proposed (per Section 3.1.6.3.1). This form is also used for
DSBSD reporting requirements to document businesses owned by women, minorities and
service disabled veterans that are utilized in the work or in support of the work on this
contract.
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3.1.7 Standard Formats for A/E Firm Data

Standard formats for responding to Requests for Proposals (RFPs) provide a uniform layout for
the A/E to present both the historical data on A/E firm and the project specific qualifications and
help streamline the agency’s review and evaluation process. Using standard formats also reduces
the effort and expense of responding to RFPs and provides uniformity in the types of information
requested.

Capital Outlay forms AE-1 through AE-6, ARCHITECTURAL/ENGINEERING FIRM DATA, are
structured to gather information on the responding A/E that is relevant to the RFP. A/Es
responding to Professional Service RFPs shall use these forms for their responses. Required
additional or supplemental information shall be provided as requested in the individual RFP.

Blank copies of the AE-1 through AE-6 forms are downloadable from the DGS Forms Center.

Social Security numbers for Sole Proprietors are not required until an Agency awards a contract to
that firm.

Forms AE-1 and AE-1A provides historical data on the firm to include firm name, location, type of
ownership, size, previous name(s), principals, type of personnel, consultants proposed,
Professional Liability Insurance coverage, proposed participation of small businesses and variety
of past project experience data.

Form AE-2 provides information on the proposed consultants for the particular project.

Form AE-3 provides information on the personnel proposed to be assigned to the project and a
narrative of the methodology to be used for providing the services and for quality assurance.

Form AE-4 provides information on the individual qualifications, experience and expertise of the
key personnel proposed to be assigned to the project.

Form AE-5 provides specific data on similar projects or projects with similar features on which the
A/E and/or its consultants have provided services.

Form AE-6 offers the A/E a forum for a narrative to describe particular capabilities, expertise,
project approach, current workload and other information supporting the firm's qualifications for
the project.

A/Es interested in being considered by an agency for Emergency Procurements and Small
Purchase Procurements should file with each prospective Agency a generic copy of Forms AE-1
through AE-6 indicating the consultants often used, current staff with qualifications, typical or
representative projects, and a narrative summary of the firm's capabilities. The forms should be
updated at least annually.

3.1.8 Procedures for Selection of the A/E

3.1.8.1 Category A - Emergency Procurement

(Code of Virginia 8 2.2-4303, F.)

In the event of a bona fide emergency, the selection may be made without using the usual
professional services procurement procedures.

Written Determination
A written determination shall be made in advance and signed by the Agency head
documenting the nature and basis of the emergency and authorizing procurement of A/E
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services (and related corrective work, if applicable) on an emergency basis. The written
determination shall be made part of the project file.

Contact A/E Firm(s)

The Agency shall telephonically contact one or more A/E firms who have demonstrated a
capability to do the necessary work in a timely manner (either through previous contracts
or on their Forms AE-1 through AE-6). The Agency should describe to the A/E the nature
of the work and the necessary time frame for accomplishing the work. A commitment
should be requested from the firm(s) that if it is selected for the work, it will provide the
services within the required time frame.

Negotiation

The Agency shall negotiate with the selected firm to establish a fee for the work on a
LUMP SUM basis or on a UNIT COST (hourly rate) basis with a NOT TO EXCEED
AMOUNT.

Award

The Agency shall award a contract using Form CO-3 or CO-3.2 for the work and shall
issue and post a written notice stating that the contract is being awarded on an emergency
basis, identify the work being procured, identify the firm selected and the date of award of
the contract. Typically, use of the CO-3 is recommended unless the scope of the A/E
services will be extremely limited and the fees are not expected to exceed $10,000. (An
example of extremely limited scope of A/E services would be preparation of construction
documents for repairs to an exterior wall after an automobile runs into it.) Post the notice
on eVA. The Agency shall also post the Contract on eVA in accordance with the
requirements of the Division of Purchases and Supply (DPS).

Notification
The Agency VCCO shall forward a copy of the signed Form CO-3 or CO-3.2, a copy of the
Emergency declaration and an explanation of the circumstances to DEB.

Purchase Order
Issue a Purchase Order in eVA referencing to the Contract CO-3 or CO-3.2

3.1.8.2 Category B - Small Purchase Professional Services Procurement
(Code of Virginia 8§ 2.2-4303, G.)

Category B procurements of professional services are used for projects where the total fees
(including reimbursable expenses) are expected to not exceed $80,000. All contracts initiated
as Category B procurements up to $80,000 are set aside for DSBSD certified small
businesses, with at least one proposal from a DSBSD certified micro business. Projects with
fees up to $10,000 are set aside for certified micro businesses.

The Agency shall use the following procedures:

1. Advertise and post a notice at least once a year requesting qualifications from A/E
firms interested in providing services to the agency on small projects where the fee will
be $80,000 or less.

2. The Request for Qualifications (RFQ) should be similar to an RFP which lists the
information desired and the general types of work to be procured using these
procedures.
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3. Require the A/E response to RFQ to include Forms AE-1 through AE-6, emphasizing
their qualifications for the type of small projects for which they seek consideration.

4. Require the A/E response to the RFQ to include evidence of DSBSD certification as a
micro business or a small business.

5. Statements of qualifications (Forms AE-1 through AE-6) and RFQ responses shall be
accepted at any time to allow new firms to be considered for work and to allow A/E
firms to update their qualification forms to show current information.

6. Agencies using this Category B procedure shall sort RFQ responses/interest
packages, establish a listing of responding A/E firms by qualification or
discipline/capability and file RFQ responses by category for use in selecting A/E firms
for interview.

Fees Up To $80,000
When selecting an A/E by Category B procedures for a project with total fees in this range,
the Agency shall:

a. Prepare a Scope of Work and provide it to one A/E who is DSBSD cetrtified as a
micro business for an interview. The A/E shall be selected from a list of A/E firms
interested in providing services to the Agency on small projects. The firms shall
have Form AE-1 through AE-6 on file with the Agency, shall have evidence of
DSBSD certification as a micro business or small business on file with the Agency
and appear to be qualified and suitable to render the required services.

b. Conduct telephone or personal interviews with representatives of the A/E to
determine current personnel qualifications, location relative to the work, expertise,
workload, capability to meet the proposed schedule, past performance on similar
projects and ability to provide the service within budgeted costs.

c. Consideration should be given to number and value of previous agency and state
contracts awarded to each firm. Agencies shall consider the opportunity to
maximize the participation of qualified Virginia firms interested in doing such work
for the Commonwealth and to avoid favoritism or the appearance of favoritism.

d. Determine if the A/E is qualified for the work required and, if so, negotiate the fee
for services. If the fee is not fair and reasonable,

(1) For fees up to $10,000, informally solicit another A/E certified as a micro
business from the list of interested A/E firms and follow the steps above for
that A/E. Repeated selection of the same A/E firm for these small purchases
violates the intent of these procedures. If, upon due diligience, it is
determined that no micro businesses in this category exist, are willing to
participate, or are appropriately qualified, then a DSBSD certified small
business (as opposed to a micro business) may be informally solicited.

(2) For fees more than $10,000 up to $80,000, provide the Scope of Work to
a DSBSD certified small business, and repeat until a fair and reasonable fee
is negotiated. If, upon due diligence, it is determined that no micro
businesses in this category exist, are willing to participate, or are
appropriately qualified, then a DSBSD certified small business (a opposed
to a micro business) may be solicited initially

e. Award a contract and post notice of award on eVA. The Agency shall also post the
Contract on eVA in accordance with the requirements of the Division of Purchases
and Supply (DPS).

f. Use Contract Form CO-3 or Form CO-3.2 and forward a copy of the signed
contract to DEB. The CO-3.2 is not appropriate for projects with fees of more than
$10,000.
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g. Issue a Purchase Order on eVA with a reference to the Contract CO-3 or CO-3.2.

3.1.8.3 Category C - Standard Professional Services Procurement
(Code of Virginia 8 2.2-4302.2, Process for Competitive Negotiation, A. and § 2.2-4303, B.)

For projects with fee amounts expected to be greater than $80,000, the competitive
negotiation process of the Virginia Public Procurement Act apply. The Building Committee
shall base the selection on qualifications, suitability, and capability followed by competitive fee
versus scope of work negotiations with the selected A/E. Refer to Section 7.0.2.2 for more
information on the composition and selection of the Building Committee. These procedures
may optionally be used for smaller fee contracts, provided that the A/Es selected for
negotiation meet the DSBSD certification requirements for the Category B set asides (i.e.: up
to $80,000), if applicable.

Request For Proposal
Prepare a Request for Proposal (RFP). The standard format RFP for Professional Service
is Form DGS-30-300 and is available at the DGS Forms Center.

Advertisement

Post a notice of the advertisement for RFPs on eVA. The notice may also be published in a
newspaper of general circulation in the area in which the contract is to be performed or in a
newspaper of general circulation statewide, or both For advertisements in newspapers,
use the abbreviated format provided in Appendix O.

Evaluation

Receive, evaluate, and rank the respondents based on the data contained in the Forms
AE-1 through AE-6, and submittals of each respondent with respect to the criteria listed in
the RFP. The evaluation criteria shall include factors for past and proposed use of small
businesses.

Verification

Verify that the top ranked A/Es proposed for interview are properly registered with the
APELSCIDLA Board and licensed to provide A/E services in Virginia. Any respondent not
properly registered and licensed shall be disqualified. Verify the DSBSD certification
status, if applicable. Additionally, verify that the A/Es are not debarred or enjoined.
Debarment and enjoinment status of A/Es and other vendors can be determined by
registered eVA users at the eVA website.

Associations

Contracting with an association of firms, such as joint ventures or associated A/E's,

involves additional business and legal considerations. Factors to be considered include:
1. Whether the association is a registered or licensed entity authorized to offer the

necessary services in Virginia,;

The nature of each party's responsibilities to the other and to the Owner;

The professional liability insurance coverage of the association;

The association’s organization and management structure;

Each firm's financial condition and stability with respect to fulfilling its obligations

under the contract; and

6. Whether the parties to the association are jointly and severally liable for the work.

abrwn

Prior to selecting an association for fee negotiation for possible contract award, the Owner
shall request a review of the association's legal documents. It is preferable that the Office
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of the Attorney General perform this review. As a minimum, the review shall be
accomplished by the Owner's staff legal counsel.

Associations not legally constituted and authorized to offer the requested services in
Virginia at the time of the closing date of the RFP will be deemed “not responsive”.

Interviews

Interview a minimum of the top two ranked respondents who are deemed to be fully
qualified, responsible, and suitable on the basis of their initial responses. Discussions of
fees, rates, design costs, etc., shall not be included in these evaluations or the interviews.
Allow the A/E to present more detailed information on the RFP criteria; on specific
gualifications and expertise of the personnel proposed to be assigned to the project; on the
concepts, methods and approaches proposed for the design; and other pertinent
information. Evaluate responses of each interviewed firm along with other material and
data submitted, the A/E’s past performance, and responses from references, and rank
order the firms as best suited for the project. Proprietary information from respondents
shall not be disclosed to the public or to the competitors provided such proprietary
information in the RFP response is appropriately noted as proprietary information
exempted from public disclosure as required by the Code of Virginia 8§ 2.2-4342, F.

Negotiation

Negotiate with the A/E ranked first as to overall suitability and qualifications. If the Owner
cannot reach agreement on a fee amount based on compliance with all of the Manual
requirements, the negotiations shall be formally terminated in writing. The Owner shall then
proceed to negotiate with the A/E ranked second. If not successful, the negotiations with
the second ranked are terminated in writing and the Owner proceeds to the third ranked. It
is understood that at any time, negotiations may be terminated and the project re-
advertised.

It is anticipated that the fee amount negotiated will cover all the services required. It is
recognized that unforeseen circumstances may arise, requiring resolution. Accordingly, at
the time of negotiation, the hourly rates for the various technical personnel classifications
must be set forth in the MOU for use in determining a reasonable fee for additional
services.

Award Process

1. Recommend the selected A/E to the Agency Head or his Designee for approval.

2. The terms of the agreement shall be recorded in a written and signed MOU and
attached to the Form CO-3 signed by the Agency Contracting Officer and the A/E.

3. Post a Notice of Award on eVA.

4. Issue a Purchase Order on eVA referencing the Contract CO-3. Forward a copy of the
Contract, Form CO-3, and the MOU to DEB. The Agency shall also post the Contract
on eVA in accordance with the requirements of the Division of Purchases and Supply
(DPS).

3.1.8.4 A/E Term Contracts
(Code of Virginia 8 2.2-4302.2, Process for Competitive Negotiation; 8 2.2-4303.1,
Architectural and Professional Engineering Term Contracting; Limitations)

A/E Term Contracts are a useful and effective tool for the Agency in managing their planning,
maintenance, and renovation programs and quickly handling emergency procurement of
professional services. Term contracts shall include the terms and conditions and pricing for
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work which may be issued during the term of the contract. The following policy governs the
use of these contracts.

Applicability

Term Contracts for A/E services may be used for engaging one (1) or more A/E firms to
provide investigations, cost estimates, designs, and related services for multiple small
projects for a period of time subject to the limitations below. The projects must require
similar expertise.

Some advantages for the agency include a reduction in the cost and time of advertising for
services, a shorter response time from the A/E, and an improved efficiency and clarity in
the production of the contract documents for the Agency. For the A/E, it is usually more
cost effective to provide the services on multiple small projects for the same agency.
Examples of Term A/E Contracts include: feasibility studies, cost studies, designs of
smallcapital and construction projects (with project costs less than $5,000,000) and small
maintenance reserve project designs (with project costs less than $5,000,000.)

A/E design services for all construction and renovation projects with an estimated total
project cost of $5,000,000 or more shall be advertised and procured individually rather
than through term contracts.

Request for Proposals

The RFP shall include a description of the nature and types of the potential projects, the
disciplines or expertise required by this Term A/E Contract, and the nature of services
expected to be required. The RFP shall also describe factors pertinent to the evaluation
and selection process.

Advertisement for the Term Contract

The notice of the RFP shall be made on eVA. The notice may also be published in a
newspaper of general circulation statewide or in the general area of the anticipated
projects, or both. For advertisements in newspapers, use the abbreviated format provided

in Appendix O.

Term Contracts Not Exclusive
The term contract is not exclusive. An agency may issue separate RFPs for similar work
and other projects as the need may occur.

Multiple Contract Awards from a Solicitation

If the terms and conditions for multiple awards are included in the Request for Proposals,
an Agency may award contracts to more than one (1) offeror. An Agency may issue Term
A/E Contracts to not more than four (4) of the fully qualified and best suited firms
interviewed from a particular A/E Term Contract RFP advertisement and selection process.
Where multiple awards are made, the Agency must have established procedures for
distributing the projects among the Term Contractors during the contract term.

Contract Limit

No A/E, including any subdivisions or branches thereof, may at any time have in effect
more than one (1) A/E Term Contract with any single Agency including any subdivisions or
branches thereof.

Fees
The fee for the services on each Project Order shall be negotiated individually on a lump
sum basis considering the Scope of Services required, the estimated man-hours required
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for each skill level/discipline and the labor rates agreed upon and listed in the MOU
attached to the term contract. If the time required to perform the Work cannot be
reasonably estimated, the A/E may be directed to proceed with the work on an hourly basis
with a maximum or not-to-exceed amount. The compensation shall be determined by the
A/E’s certified record of man-hours expended by classification, skill level and discipline,
and the hourly rates for each as listed in the MOU.

Any individual Project Order fee shall not exceed $2,500,000 and the aggregate total of
fees for all Project Orders issued during any term of the Term A/E Contract shall not
exceed $10,000,000. Agencies may specify lower limits in the RFP than those above if
desired.

The Memorandum of Understanding attached to the term contract will document the
negotiated acceptable labor rates for the various A/E classifications, skill levels and
disciplines. These rates will be used by the Agency for arriving at lump sum fees and for
any hourly rate work authorized by the Agency for Project Orders issued under the Term
Contract resulting from the solicitation.

If a Project Order is to be performed on a lump sum basis, the A/E shall determine a lump
sum based on the Scope of Work required, the estimated man-hours required for each
classification, skill level and discipline and the labor rates agreed upon during the contract
negotiations.

Set Aside - Fees Up To $10,000 for a Project Order

Project Orders for which all professional fees, including reimbursables, are expected to
total less than or equal to $10,000 shall be awarded to an A/E firm who is a DSBSD
certified micro business and appropriately qualified to do the work. If, upon due diligence, it
is determined that no micro businesses in this category exist, are willing to participate, or
are appropriately qualified, then a DSBSD certified small business (as opposed to a micro
business) may be awarded the Project Order.

Set Aside - Fees More Than $10,000, Not Exceeding $80,000 for a Project Order
Project Orders for which all professional fees, including reimbursables, are expected to
total more than $10,000, but not exceeding $80,000, shall be awarded only to an A/E who
is DSBSD certified as a micro business or small business.

Note: In cases where small business participation was a criterion for the basis of the award
of the Term Contract, the A/E under Term Contract (typically small businesses, but
occasionally non-small businesses) may alternatively be used without consideration of the
set aside thresholds of $10,000 and $80,000. This means that an A/E under Term
Contract, who happens to be a non-small business, could be used for a Project Order of
$80,000 or less if that large business was previously evaluated for proposed small
business participation over the life of the contract.

Fees Exceeding $80,000, Not Exceeding $2,500,000 for a Project Order

Project Orders for which all professional fees, including reimbursables, are expected to be
more than $80,000 may be awarded to any of the A/E firms with a term contract, whether
DSBSD certified as a small business or not.

Fees Exceeding $2,500,000

If the A/E fee is expected to exceed $2,500,000, the A/E work shall not be contracted via a
Term Contract. Breaking down a large A/E fee (exceeding $2,500,000) into incremental
Project Order fees of $2,500,000 or less is prohibited.
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Contract Term

Term contracts shall be limited to one (1) year, or when the cumulative total project fees
reach the maximum cost authorized, whichever occurs first. Such contracts may be
renewable for three (3) additional Contract Terms at the option of the Agency. Renewals
shall begin no sooner than twelve (12) months following the execution of the contract
resulting from the original solicitation or the Owner's previously exercised renewal. For
state agencies, the sum of all projects performed in a Contract Term shall not exceed $10
million.

When the aggregate total of all Project Orders, including Change Orders to those Project
Orders, reaches the term dollar limit, no further Project Orders may be issued during that
term.

It is understood that the A/E’s work under the Project Orders issued may not be completed
during the contract’s term; however, all terms and conditions of the contract, including all
rights and obligations, shall survive until the Work is completed, except the owners right to
issue, and the A/E’s right to accept, additional Project Orders. The Owner and the A/E are
obligated to fulfill the requirements of all Project Orders issued, including Change Orders,
even though the term for issuing new Project orders has concluded.

The Owner may, at its sole discretion, renew the Contract for up to three (3) additional
Contract Terms, provided the option to renew was indicated in the RFP. If the Owner
exercises its option to renew, the next Contract Term shall begin no sooner than twelve
(12) months following the execution of the contract resulting from the original solicitation or
the Owner's previously exercised renewal. A new aggregate limit of $10,000,000 shall
apply to the next Contract Term, without regard to the dollar amounts of Project Orders
issued during the previous Contract Term. Any unused amounts from the previous
Contract Term are forfeited and shall not carry forward to the next Contract Term and the
previous Contract Term shall be considered closed. Subsequent renewals shall follow the
same procedures.

Project Orders

Project Orders authorize the A/E to perform Work for a lump sum amount or at the hourly
rates, as agreed to and set forth in the A/E Term Contract. A Form CO-3.1a shall be used
to award each Project Order.

Although the potential exists for multiple project orders during the Contract Term with
aggregate fees up to $10,000,000, the Agency does not represent or guarantee that the
A/E will receive any Project Orders.

The Scope of Work offered to the Term Contract A/E shall include a definition of the
product required and a request for a fee proposal based on the rates in the Term Contract.
If the A/JE and the Owner cannot agree on the scope of work and/or the number of hours or
lump sum fee, the Owner shall offer the Scope of Work to another Term Contractor.

Procedures for Selection of an Architect or Engineer for a Term A/E Contract:
Draft a Request For Proposal (RFP).

Advertise: Same as Category C procurements.

Receive, evaluate, and rank the respondents.

License: Verify that all A/E’s are properly licensed to offer services in Virginia.
DSBSD Certification: Review the A/E firm’s DSBSD certified small business status.

arwbdE

2022 Edition ¢ Construction and Professional Services Manual ¢ Revision 0 ¢ 08/01/22
53


https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-024

6. Interview: The Building Committee shall conduct interviews with two (2) or more
offerors deemed fully qualified, responsible and suitable. Repetitive informal interviews
are permissible.

Selection: Rank the interviewees.

Negotiation: Negotiate with the offeror ranked first. Agree upon the special terms and

conditions, if any, and the hourly rates which pertain to the Contract.

9. Award: If the negotiations are successful, the Agency will award a Term Contract to no
more than four (4) selected firms. If negotiations, including hourly rates and other terms
and conditions are not successful, the negotiations shall be formally terminated (in
writing) and the Agency shall conduct negotiations with the offeror ranked second.

10. Documentation: Send a copy of the Contract Form CO-3.1 to DEB. Also post a Notice
of Award on eVA. The Agency shall also post the Contract on eVA in accordance with
the requirements of the Division of Purchases and Supply (DPS).

11. Subsequent Project Orders: When the Agency has work to be performed, the Agency

may offer Project Orders to the A/E in accordance with the Contract. The Agency shall also

post the Project Order on eVA in accordance with the requirements of the Division of

Purchases and Supply (DPS).

© N

Contract Forms To Be Used
Form 3.1 shall be used for the A/E Term Contract, and Form 3.1a for each individual Project
Order. Copies of these forms are available at the DGS Forms Center website.

These Contract forms shall not be maodified, other than filling in the appropriate data and
information, without the recommendation of the agency’s legal counsel and the approval of the
Director of the Division of Engineering & Buildings.

Terms and Conditions for Professional Services

Terms and conditions for professional services contracts are provided in Form CO-3a. The
CO-3a shall be made a part of all contracts for A/E services and shall not be modified without
approval of the Agency legal counsel and the DEB Director.

3.1.9 eVA Business-to-Government Vendor Registration

When procuring construction, professional services and non-professional services, attach the
applicable vendor registration statement (either DGS-30-384 or DGS-30-385) to the following
documents: Request for Proposals, Notice of Invitation for Bids, Notice of Intent to Award, Notice
of Award, A/E Contracts and Construction Contracts.

Use DGS-30-384 when the quantity of orders that will be issued is known, and insert that number
in the blank provided (e.g., one, twelve, monthly, etc.)

Use DGS-30-385 when the quantity of orders that will be issued is unknown (such as for A/E term
contracts.)

These statements may be downloaded from the DGS Forms Center.

3.1.10 Audits

In order to assure compliance with small business subcontracting plans, the contracting agency or
institution shall contractually provide for appropriate auditing of vendors and contracts. Such
audits shall include the right to make on site audits at any time during the term of the applicable
contract or certification.
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3.2 FEES AND PAYMENTS FOR A/E SERVICES

3.2.1 Architectural and Engineering Fees

The Commonwealth's policy is to compensate Architects and Engineers in a fair and reasonable
manner for providing the high quality services required by the Manual. Compensation or fees
should be negotiated based on the scope of work for the particular project, the estimated effort
(man-hours) necessary to accomplish the work, and hourly rates comparable to those earned by
other equally competent architects, engineers, technicians, and support personnel in the
Commonwealth. This Section provides guidance for determining fair and reasonable fees by using
a detailed fee proposal describing the services to be provided and showing the estimated man-
hours by discipline and skill level and the corresponding hourly rates for each.

3.2.2 A/E Fee Proposal Standards and Guides

The A/E is expected to be thoroughly familiar with the Manual and the definitions, scope of
services, submittal requirements, technical criteria and standards, standard procedures, and
standard forms required. These basic requirements, combined with the specific project
requirements, are the basis for the fee proposal.

Competitive negotiations for professional services are based on qualifications. However, most
often all of the A/E firms selected for interview are fully qualified technically to provide the services
required for the project and the ranking of the A/E's is based on other factors such as recent
experience on a similar project, A/E workload and perceived ability to meet the schedule, or
similar factors. Therefore, the top ranked firm is considered "fully qualified technically and best
suited" for the work. With this in mind the intention is to negotiate hourly rates and fees for
services which are fair and reasonable to the A/E, the Agency and the taxpayers of the
Commonwealth of Virginia.

3.2.2.1 Plans and Specifications

The A/E should be aware and keep in mind that there are differences between private work
and Commonwealth of Virginia work. Particularly, the A/E must conform to Manual
requirements for describing and specifying the Work to be performed as part of the
construction contract. The A/E must also conform to the requirements of the Virginia Public
Procurement Act as clarified and expanded upon in the Manual.

3.2.2.2 Personnel Classifications and Hourly Rates
The following shall be used as guidance by the A/E in developing its fee proposal and by the
Agency in evaluating the proposal and negotiating the fees for services.

A/E Project Technical Personnel

Technical personnel shall be construed to mean the A/E's Project Manager, architects
(licensed), engineers (licensed) by discipline, designers including non-licensed architects and
engineers, project inspector, surveyor, survey team, interior designer, landscape architect,
drafters or CADD operators, estimator, specifications writer, typist/clerical staff and field
inspectors.

"Principals”, "Partners", "Associates", "CEO" and similar titles are generally considered by the
Commonwealth to be administrative and/or management functions whose costs have been
included in the overhead markup of the rates for technical categories.

Technical activities which are performed by principals, etc., are categorized for fee
negotiations, for change orders, and for hourly rate payment at the rates indicated for the
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technical activity or function that the Principal, etc., may be performing, not at a higher
“Principal” rate. See the descriptions of Personnel Classifications below.

Hourly Rates:

The hourly rates proposed for the various classifications, categories, disciplines, and skill
levels should be comparable to the average actual salary of qualified and competent persons
in that skill level as marked up or adjusted for overheads and profit. Overhead markup consists
of direct technical salary overhead (or "fringes") such as payroll taxes and insurances,
vacation, holidays, health insurance premiums, and other benefits and of general office
overhead such as administrative salaries, rent, utilities, business and liability insurances,
telephone, equipment rental and depreciation, travel, promotion, etc. Hourly rates agreed to
shall be the “marked —up” rates including all overheads and profit.

General review, negotiations, supervision and such by the principals or other senior personnel
are usually considered part of the general office overhead expense included in the hourly rates
or the activity is part of the "project management” function.

The Owner shall have the right to require the A/E to submit documentation to support the
proposed hourly rates with mark-up factors proposed for use in the fee negotiations and fee
determination when the proposed hourly rates exceed what the Owner considers the “norm”
for the area. The average hourly rates by classification, including markups which are
negotiated and accepted in fee negotiations, shall be recorded and listed in the Memorandum
of Understanding which is appended to the A/E contract.

A/E accounting methods and procedures for determining overhead and "marked-up" hourly
rates often vary. For instance, policies on vacation, sick leave, holidays and employer
contributions to insurance vary from A/E to A/E. Methods of tracking man-hours and expenses
vary depending on whether the A/E is determining its overhead rates or the profitability of each
project. The procedures presented herein use the "tax return” approach where general
materials, supplies, depreciation of computers and software, insurances, and such, are treated
as general office overhead expenses.

The negotiated rates should be comparable to those of similarly experienced and qualified
personnel in those classifications in Virginia firms providing similar services.

Technical Personnel Classifications

The following personnel classifications, categories, disciplines and skill levels descriptions are
recognized as those directly involved with the coordination, planning, quality control and
delivery of the A/E services required for the project:

A/E Project Manager / Coordinator - An experienced and licensed architect or engineer who
has overall responsibility for the planning, design, coordination of all disciplines, quality
assurance and delivery of the A/E services to the Agency.

Note: A Principal of the A/E firm may perform this function, especially in a small firm. In larger
firms a Principal, Associate or similarly "titled" person of the A/E firm may be assigned this
responsibility. Regardless of title, the function is the same and the marked-up rate should be
comparable to Project Managers of other firms in Virginia.
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Architect (Professional) - A licensed architect who has the knowledge, skills and experience to
perform all architectural services required for the project and who is qualified to be in
"responsible charge" of the architectural aspects of the project.

Cost Estimator - Skills required include knowledge of building systems and components, the
ability to read plans and specifications, the ability to make quantity takeoffs and apply pricing,
the ability to obtain pricing information from reliable sources and adjust/apply such information
to the specific project conditions and the ability to present a cost estimate with proper back up
documentation.

CADD / Drafters - The skills required of this level position include drafting plans, sections and
details to scale from sketches and data; modifying typical sections and details to be
project/situation specific; and other miscellaneous duties supporting the preparation of contract
documents.

Note: Depending on the personnel, organization and operation standards of the A/E,
Designers (Architects and Engineers), Drafters, or both may be required to use CADD or have
CADD skills.

Designer (Architects and Engineers) - Architects and/or engineers who by education, practical
experience or a combination of education and experience have the knowledge and skills to
perform analyses, calculations, and/or detailing for portions of a project in a particular
discipline. This level person usually has either a degree and is gaining experience to become
certified - licensed - registered or has many years of experience in layouts, detailing and/or
calculations and works under the supervision of a licensed professional.

Engineers - Structural, Mechanical, Electrical, Civil (Professional) - A licensed professional
engineer who has the knowledge, skills and experience to perform the analyses and design, to
prepare the documents for the particular discipline and to be "in responsible charge" of that
discipline.

Landscape Architect - A licensed landscape architect who has the knowledge, skills and
experience to provide the design and documents for the site landscaping for the project.

Interior Design - A certified interior designer who has the knowledge, skills and experience to
provide the interior design services and documents for the project.

Note: The layout of spaces, selection of finishes, and similar functions are Basic Services
whether the A/E uses an Architect or an Interior Designer. “Additional Service of an Interior
Designer” for Fee calculations / negotiations on state work relate to furnishings and
accessories which are not part of the construction contract and are further explained in Section
3.2.2.3 below.

Specification/Report Writer - A professional level architect or engineer skilled in writing
technical specifications for building and site related systems, equipment and components. The
Writer shall also be skilled in preparing contract documents and understand the basic legal
requirements and applications thereof.

Typist/Clerical - Skills required include knowledge of the terms and procedures of the design
and construction process and a proficiency in the use of word processing and spreadsheet
applications used in the production of specifications, reports and associated typing and clerical
functions.
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3.2.2.3 Additional Services

The Terms and Conditions of the A/E Contract, Form CO-3a, describes the Basic Services
required of the A/E as well as the responsibilities of the Agency and typical Additional Services
that the Agency requests the A/E to perform.

The A/E and Agency will normally determine the additional services (i.e. services in addition to
the "Basic Services" identified in the Manual) required of the A/E prior to or during contract
negotiation and negotiate the fees for such services at the same time as the basic services fee
negotiation. The additional services to be provided by the A/E and the compensation for such
shall be set out in the Contract or the MOU. Once the contract is signed, any extra services
required will be a change in scope and shall be authorized in writing by Change Order using
Form CO-11ae. Any Change Order authorizing work to be performed which does not stipulate
a fixed sum amount for the work shall be subject to audit by the Agency and/or the State
Auditor for a period of three (3) years following conclusion of the Contract.

3.2.2.4 Computer Services

Computer use is commonplace in the A/E profession for analyses, designs, drafting
(drawings), word processing (specifications) and estimating. As such, the computer is a "tool"
used by the technical person to produce his/her product. These "tools" are purchased and
depreciated or leased and are, therefore, considered a part of the A/E's office overhead
expense included in its overhead. Only specialized computer services required by the Owner
which must be acquired from an outside vendor are considered for payment in fee
negotiations.

Computerized analyses and designs for building systems, word processing, and data
processing utilized by the A/E to provide Basic Services are normally considered by the
Commonwealth to be a part of the project design effort and are not an additional service
required by the Agency.

Specialized outside computer analysis services required by the Agency for the project may be
treated as an additional service. The compensation for such specialized computer analyses
may be a negotiated lump sum or a reimbursable expense. The allowable reimbursable
expense method will normally be the actual charge made by an outside computer service
organization plus 10% for A/E overhead and profit.

3.2.2.5 Special Consultants
Consultants engaged by the A/E to augment the A/E's staff to provide the required A/E
services are considered by the Commonwealth to be part of the A/E's staffing for the project.

The Agency may require the use of a special consultant with a particular expertise related to
some feature of the project. The Architect / Engineer shall engage such a required consultant,
subject to the Agency's approval, and incorporate such work in the services for the project.
The compensation for such consultant shall be negotiated and set out in the MOU and
included in the total A/E fee. The A/E will normally be allowed to mark up the Agency approved
direct cost to the A/E of such special consultant by 10% for the A/E's overhead and profit.

3.2.2.6 Reimbursable Expenses

1. The costs of long distance phone calls, postage and similar expenses incurred by the A/E
in the performance of the Contract are considered by the Commonwealth to be a part of
the A/E's overhead expenses and are not normally reimbursable.

2. The Agency shall reimburse the Architect/Engineer for the reproduction of drawings,
specifications, and other documents required for initial schematic, preliminary, working
drawing and Bid Set submittals in accordance with the policy in Chapter 5 at the actual
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costs plus 10% markup for handling. If re-submittals are required to correct deficiencies
and/or complete the documents for submittal, the cost of reproduction for these submittals
shall be borne by the A/E unless waived by the Agency.

3. Where the A/E is engaged by the Agency to secure the reproduction of the Bid
Documents, the A/E may be reimbursed for the actual direct cost of reproduction plus a
markup of 10% to account for the A/E's overhead and handling cost in securing this
service for the Agency. The cost of reproduction and sending addenda to address DEB
review comments, clarify or supplement the Bid Documents and/or correct errors or
omissions are considered to be an expense of the A/E and shall not be included in the
allowable reimbursement costs.

4. The Agency shall reimburse the Architect/Engineer for the actual costs of overnight or
second day shipping of submittals and /or shop drawings when such method of shipping is
directed by the Agency. The Agency should establish a budget amount for such
reimbursements and include same in the Contract amount and as a line item in the MOU
breakdown of the Fee.

5. Compensation for travel and living expenses associated with the performance of the
project scope of work will be included in the fee negotiated and set out in the MOU as a
lump sum amount for travel and/or subsistence for each particular facet of the work where
travel compensation is proposed by the A/E.

6. The A/E may be reimbursed for travel and living expenses of technical personnel while
traveling in the discharge of duties in connection with extra services authorized by the
Agency. The travel rates and the per diem rates for lodging and subsistence shall not
exceed the maximum amounts allowable for such expenses in the Commonwealth's Travel
Regulations. Records supporting such requests for reimbursement shall be subject to audit
by the Agency and/or the State Auditor.

7. Each item / account planned for reimbursement should have a "budget" amount
established and included in the Contract with the condition that payment for these items
will be subject to proper authorization and documentation. Further, the Contract Amount
will be adjusted upward or downward by Change Order, as appropriate, based on the
actual amounts approved for reimbursement.

8. "The Agency will normally pay DEB for the first schematic submittal review, the first
preliminary submittal review, the first working drawing review and the review of the one
corrected and highlighted bid set of documents. If additional submittals and reviews are
required, the agency may require the A/E to reimburse the agency (by change order to the
A/E contract or otherwise) for the actual costs of such additional review unless the A/E can
submit justification satisfactory to the agency demonstrating why the A/E should not be
held accountable / responsible for such costs."

3.2.2.7 Interior Design

The A/E's basic architectural services includes sizing of spaces for the intended function,
providing diagrammatic furniture layouts to the client to confirm functional layouts, and the
selection and specification of building fixtures and finishes which are necessary to provide a
complete and useable facility and/or which are included in the construction contract.

Note: Agencies must pay particular attention to the Commonwealth’s definition of “Basic
Services” and what is included versus the definition of Interior design used in the private sector
and the AlA standard contracts. Do not use standard AIA Contracts or AlA definitions of
Basic/Additional Services.

"Interior design" as used in this Manual as an additional service pertains to the design,
selection, arrangement and color coordination of furniture, furnishings and accessories. These
items include but are not limited to desks, chairs, lamps, tables, screens, planters, artwork,
draperies and similar furnishings which are procured separately from the construction contract.
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The interior designer shall verify the actual building surface finish colors applied by the
Contractor and coordinate the selection of colors, fabrics and textures with the building colors.
The interior design services also include the coordination with and preparation of procurement
materials for the Division of Purchases and Supply for the furniture, furnishings and
accessories.

Examples of the scope of work for interior design services for furniture, furnishings and
decorations when procured as an A/E additional service or as a separate contract are listed
below. The person providing these services is referred to herein as the Interior Designer.

Selection of furniture, furnishings, and accessories including but not limited to sofas, chairs,
tables, screens, planters, art work, carpets, draperies, etc. Most items are available on and
should, if possible, be selected from Virginia Correctional Enterprises (VCE) or through DPS
from state contracts.

. If the items are available through VCE or are available on state contract, the interior
designer will recommend the proper item and color, fabric, finish, etc. for the Agency to
procure.

. If the items available through VCE or state contract are considered not acceptable for

the particular application, the interior designer will prepare written justifications for the
Agency stating why items available through VCE or state contracts are not suitable. If
procurement of the items other than VCE or state contract is approved, the interior
designer will prepare adequate specifications and other data necessary for Agency
procurement.

. If the items are not available through VCE or state contract, the interior designer will
prepare adequate specifications and other data necessary for Agency procurement.

The interior designer shall select and coordinate all colors, fabrics, etc., with the colors of the
building finishes. Although building finishes are selected by the A/E during design and finalized
during the review of Contractor submittals, the interior designer shall verify actual Contractor
applied finishes through on-site verification and/or coordination with the Agency Project
Manager.

The interior designer shall prepare presentation boards of a minimum size of 15 x 20 inches to
show furniture placement plans, catalog cutouts of furniture, furnishings and accessories, color
samples, material swatches of draperies, carpets and fabrics.

The interior designer shall prepare a minimum of three interior design 8-1/2 x 11 inch
binders/packages with accompanying floor plan sheets and deliver to the Agency Project
Manager. These binders/packages shall include but are not limited to:

(1) Floor plans at 1/4" = 1'- 0" or larger scale indicating locations of all furniture, furnishings
and accessories. These items should be identified with an item number keyed to the
presentation boards and the furniture procurement list.

(2) Procurement lists identifying all items to be purchased by model number, contract number
(for state contracts), identification number and description (for non-state contract items),
guantity, price, etc. Care shall be taken in the selection of all items to ensure that delivery
times are reasonably within the agency’s schedule and state contracts, if applicable, will
not be expired at the time of purchase.
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(3) Photographic color reproduction or color copies of the presentation boards reduced to fit
8-1/2 x 11 inch binder or package.

(4) Specifications, drawings and other supporting data for standard procurement and special
order items (draperies, custom-built screens or dividers, art work, etc.)

The interior designer shall advise, as needed, when changes must be made as a result of
changes in requirements, non-availability of items or materials previously selected, etc.

The interior designer shall provide placement sheets for each room/area, listing each item of
furniture or equipment that will go into the area.

3.2.3 A/E Fee Proposal Worksheet (Form CO-2.3)

The Architect/Engineer shall prepare a detailed fee proposal using the Form CO-2.3. The hourly
rates and the man-hours proposed should relate to the rates and times required for a qualified and
competent person in that skill level to perform the work. Supplemental information shall be
attached as necessary to support the proposed drawings, hourly rates and man-hour estimates.
Guides for the use of the form are as follows:

+ Disciplines/Classifications commonly used are indicated on the form. Additional classifications
may be listed.

* Hourly rates should be the average for those persons in that skill level/discipline/classification.
NOTE: It is generally perceived that a person being compensated at a rate higher than the
norm would be more efficient / productive / take fewer man-hours than a person being
compensated at a rate below the norm.

* Indicate the drawing size and proposed/estimated number of sheets for each discipline.
Attach a proposed or estimated list of drawings.

* Enter the Estimated (proposed) number of hours for each discipline/skill level and multiply
times the Hourly Rate to yield the Estimate Cost.

+ CADD line is for drafting hours to produce a CADD basic plan for each level, wing or area to
use as a base sheet for the various disciplines. The man-hours to produce the individual
sheets for each discipline, whether manually or CADD, should be shown for the applicable
discipline.

» Spec/Report Writer effort includes the mark up and edit of standard and/or master
specification sections and writing any required special sections.

» Typist effort includes typing new specification sections and editing masters on the word
processing program.

» Cost Estimate effort includes the takeoff of quantities and the application of prices to produce
the Cost Estimate in the required format.

+ Bid Assistance service includes the effort of the Professional to conduct the Pre-Bid
Conference, assist in opening Bids, and evaluate the bids / bidders for responsiveness and
responsibility. It also includes the clerical level effort to receive document deposits, issue bid
documents, receive/review returned bid documents and return deposits / issue refunds.
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» Shop Drawing Review includes the professional/technical level effort to review shop drawings
and other submittals to determine compliance and conformance with the requirements of the
Contract Documents and the markup / approval of same. It also includes the clerical level
effort to log submittals in and out, to copy markups from the reviewer's master review set to
the copies being returned to the Contractor and others, and the distribution of same.

» Record Drawing Preparation includes the efforts of a Drafting level person to transfer data
from the Contractor's "As Built" set of drawings and specs to the "Record Copy" reproducibles.
This work also includes the Professional / Technical Level effort to compare the "As-Builts" to
the "Record Copy" for correctness.

» Construction Observation and Administration includes the Professional / Technical level effort
to perform the onsite inspections / observations, job meetings, payment request evaluations
and administrative functions required by the contract and the Clerical level effort to type
minutes of meetings and similar functions.

» The Additional Services portion of the Worksheet is generally self-explanatory for the items
listed. If those items are proposed to be provided by outside consultants / subcontractors
(excludes architectural, structural, mechanical, & electrical disciplines which are considered
the A/E), the subcontract negotiated amount may be marked up 10% by the A/E for A/E
overhead and profit. In-house additional services should be computed using the estimated
man-hours and marked up hourly rates similar to the Basic Services Fee Proposal.

3.2.4 Proportioning of the A/E Fee and Payments

Payments to the Architect or Engineer for Design Phase and Construction Phase Services shall
be based on the negotiated fee amount as proportioned for each phase of the project. The amount
approved for progress payments shall be based on the Owner’s judgment of the proportion of the
work on that phase or facet which has been completed versus the work required / value of that
phase or facet. The A/E fee shall be proportioned for each phase or facet of the work and shown
in the A/E Contract or in the MOU. The proportioning of the fee should account for and show the
negotiated amount for the following phases or facets of work:

* Pre-design services (Additional Services such as studies and similar activities.)
+ Design Phase services include
- Schematic phase
- Preliminary phase
- Working drawing phase
* Bidding phase services
» Construction phase services include
- Shop drawing/submittal reviews and admin
- Site visits, inspections and admin
* Project closeout
- Maintenance & Operations Manuals
- Record Drawings

+ Budgeted Reimbursable Amounts

* Additional services (itemize)
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In addition to the proportional amount due for Design Phase or Construction Phase Services, the
A/E shall be entitled to payment for authorized additional services performed and for authorized
reimbursable costs incurred during the period.

Where the Agency contracts with the A/E for less than or more than the basic services indicated
for the various phases, the proportioning of the fee may be adjusted accordingly and shown in the
Memorandum of Understanding.

Where a detailed breakdown of the A/E fee is not provided in the CO-2.3 Fee Proposal Worksheet
used for negotiations, the total negotiated A/E fee (excluding additional services and
reimbursables) will be proportioned as follows:

Design Phase Services = 75 % of Total Fee
Construction Phase Services = 25 % of Total Fee

In consideration of the services required by the Manual, the proportioning of the A/E fee for
progress payments during the various parts of the Design Phase and the Construction Phase will
be as follows:

DESIGN PHASE SERVICES

1. Schematic Design Phase - Value of the Schematic Phase is 20% of the Design Phase Fee.
This phase is complete when outstanding issues are resolved, the schematics are approved,
and the A/E is authorized to prepare Preliminaries.

2. Preliminary Plans and Specifications (Design Development Phase) - Value of the Preliminary
Phase is 30% of the Design Phase Fee. However, a proportional part may be billed monthly
during the development of the documents. This phase is complete when outstanding issues
are resolved, the preliminaries are approved as evidenced by completion of the conditions
shown on the Form CO-5, and the A/E is authorized to prepare Working Drawings.

3. Working Drawings and Specifications (Construction Documents Phase) — Value of the
Working Drawings Phase is 50% of the Design Phase Fee. However, a proportional part may
be billed monthly during the development of these documents. This phase is complete when
outstanding issues are resolved, all changes have been made to the documents so that they
are ready for bidding, and the working drawings and specifications are approved as evidenced
by completion of the conditions shown on the Form CO-6.

Note: The Agency may withhold as retainage an amount not exceeding 5% of the dollar value of
progress payments for the Design Phase Fee until the Working Drawings, including all corrections
required to resolve review comments, are finally completed and acceptable.

CONSTRUCTION PHASE SERVICES

4. Bidding Phase - Value of this phase is 5% (maximum) of the fee amount for Construction
Phase Services and is due upon award of the construction contract or rejection of bids (unless
the A/E is obligated to redesign at no additional fee). Reimbursement for reproduction
expenses for bidding documents would also be payable.

5. AJ/E Construction Period Services- Value of this phase is 90% of the Construction Phase
Services fee amount. This 90% is usually prorated over the total construction period including
the 30 days allowed for punch list corrections and billed monthly during the construction phase
as construction progresses.

2022 Edition ¢ Construction and Professional Services Manual ¢ Revision 0 ¢ 08/01/22
63


https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-012

6. Project Closeout Phase — The remaining 5% of the fee (or sum as stipulated in the Contract or
MOU) for Construction Phase Services is allocated to closeout and Record Drawing
preparation. It shall be payable when the A/E's services for the project are fully completed and
"Record" drawings and specifications are delivered to Agency, as set forth in Chapter 7.

3.2.4.1 Payments to the A/E
Payments to the A/E shall conform to the requirements in Section 21 of the Terms and
Conditions of the A/E Contract, Form CO-3a.

3.2.4.2 Payments by the A/E
Payments by the A/E to its consultants, subcontractors and suppliers shall conform to the
requirements in Section 22 of the Terms and Conditions of the A/E Contract, Form CO-3a.

3.2.5 Determining Charges for Changes in the Scope of Work

3.2.5.1 Changes to the Scope of Services

The Agency shall notify the A/E in writing when a change in scope or “extra services” is
required. The Agency and A/E shall develop a defined scope for the services and the A/E shall
prepare a fee proposal for such work. A lump sum fee will normally be negotiated and agreed
on and a written change order (CO-11ae) issued before the extra work is performed (i.e.,
changes in the plans or specifications, models, studies, etc.). In such cases, the fee
negotiations will be based on the defined scope change or work to be done, the estimated
technical personnel time to accomplish the work times the rates listed in the Memorandum of
Understanding, and any reimbursable expenses authorized.

When the scope cannot be defined to allow a reasonable estimate of time required, the
Agency may authorize the additional work at the hourly rates or unit costs listed in the
Memorandum of Understanding. In such cases, the Agency shall establish maximum fee
limits, as applicable. Work beyond the maximum fee limit shall require justification and the
Agency's approval prior to proceeding with further additional work.

Note: Many of the revisions or requirements included in a Revision to the Manual are made to
reflect changes in the Code of Virginia or other requirements which must have immediate
compliance.

Therefore, a revision to the Construction and Professional Services Manual shall be effective
on the date stipulated and shall apply to any and all projects for which working drawings have
not been approved by DEB or an approved CO-6 has not been issued as of the date printed on
the CPSM revision.

Prior to approval of Preliminaries and issuance of the CO-5, Revisions to the Manual can
generally be incorporated in the A/E's work with little or no additional effort. If the A/E claims
that incorporating the Revision into its services requires extra work, the A/E must notify the
Agency of this claim and submit documentation to the Agency to clearly support such claim
within 60 days of the distribution date of the Revision.

If, after the CO-5 is issued and before the CO-6 is issued, the A/E determines that including
changes resulting from the revision will require additional work on his part, the A/E shall, within
60 days of the distribution date of the revision, provide to the Agency an itemized list of the
additional work required by the revision. The Agency may obtain direction, guidance, and/or
waivers from the Division of Engineering & Buildings as to which proposed additional A/E work
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items may be waived and which work items are valid extra work items. The Agency shall then
provide direction to the A/E and, if necessary, issue a change order for the work.

Agencies and their A/E's shall assure that the documents submitted for review contain the
latest design requirements, the latest editions of forms, and the latest editions of the standard
Instructions to Bidders and the General Conditions.

3.2.5.2 Hourly Rates for Changes in Work

The Agency and the A/E shall at the time of fee negotiations establish and record in the
Memorandum of Understanding the nominal hourly rates for all technical personnel categories,
disciplines and/or skill levels to be used to calculate A/E fees for extra services or changes in
the work. The hourly rates listed shall include all markups and adjustments for taxes,
insurances, benefits, overhead, profit, etc. Acceptable categories are indicated in Section
3.2.2.2.

Technical activities by principals, such as Project Manager, Architect, or Engineer, are
categorized for payment at the rates indicated for the technical activity or function being
performed.

3.2.5.3 Overtime for Changes in Work

No overtime requiring rates higher than regular rates shall be considered for payment for
additional services. Consideration of the time for approved personnel when traveling in
connection with the project (when such travel is required by the Contract and authorized in
writing by the Agency) shall be construed to be time engaged on the project up to the
completion of an 8 hour workday.

3.2.5.4 Invoices for Changes in Work

Invoices or statements of expenses incurred by the A/E for reimbursables and for work
authorized to be performed on an hourly rate or unit cost basis shall be rendered to the
Agency monthly. Invoices shall be supported by a certified accounting of the time expended by
date, by person, and the skill level of the work being done. (e.g. Drafting would be paid for at
the “drafting” rate regardless of who does the work — principal, draftsman or trainee.)
Statements shall show the cost during that period and indicate the status of the authorized
work. The reporting of these costs shall be in such form and detail as required by the Agency.
The A/E’s disbursement and job records shall be subject to audit by the State for work done on
a reimbursable and/or hourly or unit cost basis. The Agency shall notify the A/E of any defect
or deficiency in the invoice including supporting data within ten (10) days after receipt of same,
and payment of approved invoices, or portions thereof, shall be made within 30 days after
receipt of the invoice.

3.2.5.5 Audit of A/E's Records

Any Change Order authorizing work to be performed which does not stipulate a fixed sum
amount for the work shall be subject to audit by the Agency and/or the State Auditor for a
period of three (3) years following conclusion of the Contract. Also, any authorization for
payment of reimbursable expenses shall be subject to audit by the Agency and/or the State
Auditor for a period of three (3) years following conclusion of the Contract.

3.2.6 Changes to A/E Contract

Changes in the Scope of Work and/or Cost of the A/E Contract (Form CO-3 and CO-3.2) will be
documented through the execution of a Form CO-11ae, A/E Contract Change Order. Any A/E
contract change order which increases the original contract amount by more than 25 percent or
$50,000, whichever is greater, must have the prior approval of the Governor or his designee. The
first Change Order which causes the cumulative total of Change Orders to exceed $50,000 or 25
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percent of the original Contract Price, whichever is greater, and all subsequent A/E Change
Orders which increase the Contract Amount must have the prior approval of the Governor or his
designee. Submit the CO-11ae in two copies to the Division of Engineering & Buildings for
approval. All approved Change Orders shall be posted on eVA.

3.2.7 Informal Alternative Dispute Resolution

Pursuant to Code of Virginia § 2.2-4366, Alternative Dispute Resolution, the Owner may enter into
an agreement with the A/E to submit disputes arising from the performance of this Contract to
arbitration and utilize mediation and other alternative dispute resolution procedures. However,
such procedures entered into by the Owner, the Commonwealth, or any department, institution,
division, commission, board or bureau thereof, shall be non-binding and subject to Code of
Virginia 8§ 2.2-514 as applicable.

In the interest of successful completion of the project, disagreements and disputes should be
resolved as soon as possible. To assist in resolving these disputes, the Director, Division of
Engineering & Buildings offers agencies and A/E’s an impartial Dispute Hearing Panel of 1 or
more persons to perform an “Informal Alternative Dispute Resolution”. The Agency and the
Architect/Engineer may choose to resolve their claims against one another by Appeal to the
Director, Division of Engineering & Buildings under the provisions of this “Informal Alternative
Dispute Resolution” procedure in lieu of instituting legal action. If the Agency and the A/E both
choose to avail themselves of this service, the following stipulations shall apply:

- The Agency and the A/E must both agree to pursue this process and each submit their
“Application for Informal Alternative Dispute Resolution”

- The Director of DEB will review the Applications and advise both parties of dates available for
a hearing or deny the Application for a Hearing

- The Director of DEB will assemble a Dispute Hearing Panel comprised of persons with
expertise in the topics being disputed

- Each party will be represented by its personnel with knowledge of the facts related to the
dispute. Neither party will be allowed Legal Counsel at the hearing.

- The Panel will review the Application and facts presented by each party prior to the Hearing.

- Each party will be given the opportunity to present its position and factual data on each item in
dispute. Information shall be concise.

- The Hearing Panel will ask questions as appropriate and facilitate discussions toward an
agreeable solution.

- If the parties do not agree on a solution during the hearing, the Hearing Panel thru the Director
of DEB will render an opinion on the proper resolution of the dispute.

- ltisintended that the hearing be efficient and last no more than one day.

- The cost of this service will be based on the time charged to the Dispute Resolution multiplied
by the hourly rates for the panel. The cost will be divided and charged equally to the Agency
and to the A/E, unless both parties agree to other arrangements and notify the Director of DEB
prior to the hearing.

The “Application for Informal Alternative Dispute Resolution Procedure” shall contain the following

information:

- A/E Name

- Agency Name

- Project Name and Project Code Number

- List of Items in Dispute  (The A/E and the Agency shall each submit a list of the items in
dispute with its summary of the pertinent facts in the dispute.)

- Value of the items or Work disputed (in dollars): $

- Documents and narrative presenting facts as the Applicant sees them for each disputed item
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- Proposed Solution or Relief Sought - Signature of the Chief Facilities Officer for the Agency or
the Contract Signature Authority for the A/E

3.3 RESTRICTION ON PROMOTIONAL MATERIALS BY A/E AND CONTRACTOR

The design and contract documents for construction on state-owned property are owned by the
Commonwealth of Virginia. Therefore, use of these work products in advertising or promotional
literature, or a statement that an agency or institution endorses the work product of an A/E or
Contractor is prohibited without the express written permission of the Agency Director. Identifying
designs or construction as the work product of an A/E or Contractor in client lists, responses to RFPs
and in promotional literature through the use of photographs, renderings, drawings (not contract
documents) and descriptions of project is permitted after construction is substantially complete.
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CHAPTER 4 - CODE AND TECHNICAL REQUIREMENTS FOR ALL
BUILDINGS ON STATE PROPERTY

This chapter contains Division of Engineering & Buildings (DEB) standards which clarify the
applications of Virginia Uniform Statewide Building Code (VUSBC) requirements as they pertain to
buildings on state property, DEB standards as they pertain to buildings on state property, and
technical requirements for all state-owned buildings and structures. The requirements in Chapter 4
prescribe standards and requirements for buildings on state property which may be higher than the
minimum requirements for the private sector owner but are necessary to meet the energy,
performance, maintenance, safety, and accessibility standards for public buildings. The agency and
A/E shall design facilities to the standards and requirements stated in this chapter, regardless of
project funding source or project delivery method.

4.0 ADMINISTRATION

The Code of Virginia delegates authority for Building Code enforcement in state buildings to the
Department of General Services (DGS) acting through the Division of Engineering & Buildings (DEB),
and to the Virginia Department of Fire Programs (VDFP) acting through the State Fire Marshal’s
Office (SFMO). The Department of Housing and Community Development (DHCD) is charged with
adopting a Uniform Statewide Building Code and the State Fire Marshal’s Office (of the Department of
Fire Programs) is charged with providing assistance to DEB in enforcing the Building Code and
inspecting state-owned buildings (Code of Virginia § 36-98.1). The Memorandum of Agreement that
outlines their respective responsibilities is contained in Appendix L.

4.1 BUILDING CODE

The Building Code for all state-owned buildings is the current edition of the Virginia Uniform Statewide
Building Code (VUSBC) with supplemental requirements, clarifications and modifications as indicated
in this Manual. Refer to Section 4.2 for accessibility standards for state-owned facilities and
associated clarifications. The provisions of the VUSBC are based on nationally-recognized model
building codes and fire codes published by the International Code Council, Inc. The model codes are
adopted by reference into the VUSBC with Virginia amendments. The VUSBC is published in three
parts:

Part | - The Virginia Construction Code (VCC)

The VCC contains regulations applicable to the construction of new buildings and additions.
Change of occupancy in existing buildings to occupancies of Group I-2 or I-3 shall comply with the
VCC.

Part Il — The Virginia Existing Building Code (VEBC)

Reconstruction, alteration and repair in occupancies other than Group R-5 shall comply with the
VEBC. For additions, the VEBC is an alternative to compliance with the VCC. The VEBC is
applicable to changes of occupancy in existing buildings to occupancies other than Group 1-2 or I-
3.

Part Ill —= The Virginia Maintenance Code
This part contains the regulations for the maintenance of existing structures which is enforced by
the State Building Official or his designee(s).

4.1.1 Applicable Code

A/Es should project when working drawings will be completed and determine what code(s) will be
in effect at that time. In cases where working drawing completion is projected to take place after
the effective date of a new edition of VUSBC, A/Es should obtain copies of the proposed ICC
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codes and design the project to conform to the latest requirements to the extent possible. Mixing
of code requirements between two editions of the code is not permitted.

1.

4.

The applicable code for Capital Outlay projects will be the VUSBC edition in effect at the time
outstanding issues have been resolved, preliminary drawings are approved (usually on the
CO-5), and authorization is given to proceed with development of the working drawings.

If preliminary drawings for Capital Outlay projects are approved during the 12 months before
the effective date of a new edition of VUSBC, the applicable code will be designated by DEB
at the time of the preliminary approval.

If construction of the project does not begin within one year of the approval of the CO-6, the
agency shall request confirmation from DEB as to what code applies. Prior to reactivating a
project that has been inactive for a period during which the effective code has changed, the
Agency shall contact the Division of Engineering & Buildings for a determination of what code
applies. DEB will confirm any change of code in writing. The plans and specifications shall be
revised as necessary to comply.

The application of code for non-Capital Outlay projects is as prescribed in the VCC.

4.1.2 Code Clarifications
Code clarification requests should be made in writing to the DEB Director. The following are code
clarifications that shall be applied to state-owned buildings and structures.

4.1.2.1 Buildings at Colleges and Universities

1. Buildings for business and vocational training shall be classified and designed for the (Use)
Group corresponding to the training taught.

2. Academic / educational buildings having classroom-type education functions (including
associated professor / teacher office spaces), shall include the following additional
requirements:

a. Provide a fire alarm system in the building.

b. Provide 72" minimum corridor widths in the classroom corridors.

c. Calculate the occupant load for each space based on VCC Chapter 10 and the type of
occupancy (not Group) of the space.

3. Buildings housing research, testing and science laboratories shall include a fire alarm
system.

4. Dormitories, Fraternity and Sorority Houses and similar dwelling units with sleeping

accommodations — provide one of the following:

a. Written University Policy which prohibits the use of these residences as housing for
persons / groups / occupants for periods of less than 30 days, or

b. Design that complies with the most stringent requirements of both Group R-1 (Hotels)
and Group R-2 (Dormitory)

Dormitory Occupant Load Calculations and Plumbing Fixture Calculations:

a. The number of occupants shall be computed per VCC Chapter 10 with the following
changes to the maximum floor area allowances per occupant:

i. Dormitory sleeping areas — 1 occupant / 50 net SF
ii. Other occupied areas — 1 occupant / unit of area based on function/occupancy
of space
iii. Remaining areas — 1 occupant / 200 gross SF

b. The minimum number of required plumbing fixtures shall be based on the occupant
load and plumbing classification/occupancy, but will not include occupants identified in
the “remaining areas.”

o
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4.1.2.2 Residences for Rent

Cabins, Beach Houses, Lodges, and similar dwelling units with sleeping accommodations

rented to family groups:

1. Residences for Rent for less than thirty (30) days with a Maximum Occupant Load of
sixteen (16) or less shall comply with the requirements for Group R-3 or Group R-5.

2. Residences for Rent for less than thirty (30) days with a Maximum Occupant Load of more
than sixteen (16) shall comply with the requirements for Group R-1.

4.1.2.3 Temporary Change of Use and Occupancy

Temporary change of use and occupancy requires a Temporary Certificate of Occupancy or
issuance of a Special Use Permit. (Examples include dormitories rented for less than thirty
(30) days, armories used as sleeping quarters, storage spaces used for business or assembly,
etc.) The application for Temporary Certificate of Occupancy must be complete, and include
an Operational Policy that provides safety measures to address the life safety, health, and
welfare of the occupants.

4.1.2.4 Not Used

4.1.2.5 Safety Equipment Not Required by Code

Safety equipment, including fire detection, fire alarm, and fire suppression systems, which are
not required by code, but are provided at the Owner’s option in state-owned buildings and
structures shall be installed in accord with the code and shall operate as designed. Work that
is planned as a complete system, but requires phased construction to provide a complete
system is acceptable. It is also acceptable to provide non-required, fully functional “partial
systems” to certain areas (storage spaces, for example) which will improve safety. However,
incomplete systems which are not designed in accord with the code, non-functional systems
and abandoned life safety systems are not acceptable because such systems may be
perceived as code-compliant systems and may result in life safety or fire hazards to adjacent
areas.

4.1.2.6 Stairways

The leading edge (intersection of the tread and riser) of stairways shall be perpendicular to the
direction of travel. Stairways with the direction of travel at an angle to the leading edge of the
stairway are not acceptable.

4.1.2.7 Reroofing — Secondary (Emergency) Roof Drains in Re-Roofing Projects
Refer to Appendix A- DEB Roofing Policy.

4.1.2.8 Addition of Loads to Existing Structures

Prior to mounting any antennae, microwave dishes, HVAC equipment or other items on the
roof of an existing building, the adequacy of the structural framing to support the additional
live, dead, wind and lateral loads shall be verified by a licensed structural engineer.
Consideration must be given to deflection from the added load(s), to potential for vibration, to
potential for ponding water and to the consequences of overturning moments on stressed
attachments and construction.

4.1.2.9 Fire Walls: Abutting New Construction to Existing Structures

When an addition is needed adjacent to an existing state-owned building, and the existing
building cannot accommodate the additional height and area limitations due to its construction
type and use group, as an alternative to a traditional fire wall, Chapter 7 of the VCC now
recognizes that two exterior building walls may be designed to function as a “double fire wall,”
as defined in NFPA 221. Consideration shall be given to the structural stability and fire
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resistance of the exterior walls and door openings. Where door openings are provided, portals
or vestibules designed to comply with NFPA 221 are acceptable.

4.1.2.10 Not Used

4.1.2.11 NFPA 285 Acceptance Criteria in Exterior Walls
Use of Exception No. 3 to Section 2603.5.5 in the 2018 edition of the VCC: Contact the DEB
lead reviewer assigned to your agency for guidance.

4.1.2.12 Intersection of Fire Resistance Rated Wall Assemblies with Lesser-
Rated and Non-Rated Wall Assemblies

The Virginia Construction Code (VCC) 2018 edition provides limited guidance for addressing
how Fire Barriers (VCC 707), Fire Partitions (VCC 708), and Smoke Barriers (VCC 709)
intersect with lesser-rated and non-rated exterior walls. At these conditions, DEB applies and
enforces the following requirements:

a. The gypsum board manufacturer(s) included in the listed fire resistance rated wall
assemblies typically provide partition priority legends and installation details to address
these conditions as well as instructions on how corners and tees are to be
constructed. DEB considers the manufacturer’s installation instructions to be a critical
component for achieving a compliant fire resistance rated fire barrier, fire partition, or
smoke barrier assembly. To the extent possible, the manufacturer's instructions shall be
incorporated into the Working Drawings.

b. The VCC sections for fire barriers, fire partitions, and smoke barriers do not require the
exterior walls of the separated fire compartments to be fire resistance rated. The rationale
for this is based on fire exposure from outside of the building - not within. As a result,
these sections do not adequately address the potential for in-building horizontal fire spread
from one fire compartment to another where the interior wall Assembly intersects with the
exterior wall. DEB applies the following requirement to address this concern: where the
fire barrier, fire partition, or smoke barrier assembly intersects and terminates at a lesser-
rated or non-rated exterior stud wall, the assembly shall extend in its entirety to the inside
face of the exterior wall sheathing.

c. As an alternative to Item 'b' above, VCC Section 707.9 Voids at Intersections or 715.4.2
Exterior Curtain Wall / Vertical Fire Barrier Intersections may be applied, whereby the fire
resistance rated wall assembly terminates at the interior wall sheathing of the exterior
wall. In this arrangement, the intersecting stud cavities within the exterior wall shall be
completely filled with an approved material, such as mineral wool. Conditions may vary
from project to project, so consult with DEB to determine the correct application of this
alternate approach.

The following documentation for the design of fire resistance rated wall assemblies shall be
provided at a minimum: 1) define the listed fire resistance rated wall assembly, 2) define the
respective listed head-of-wall and bottom-of-wall joint systems, 3) provide the ‘basis of design’
gypsum board manufacturer’s partition priority legend and related standard details for the
proposed construction, and 4) include copies of the listings for the proposed fire resistance
rated wall assemblies and joint systems in their entirety on the Working Drawings (ref. CPSM
Section 5.8.6.9.1).
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4.1.2.13 Virginia Existing Building Code — Use of Performance Code

Chapter 13 "Performance Compliance Methods" of the 2018 International Existing Building
Code is an approved performance code in accord with Section 103.1.1 of the Virginia Existing
Building Code.

4.1.2.14 Virginia Existing Building Code — Level 2 Alterations Compliance

Use of Exception 4 of Section 603.3, Compliance, referencing “newly created” is defined as
spaces that have never been used as habitable or occupiable space. “Newly created” does
not mean an existing interior space that is being altered or renovated.

4.1.2.15 Means of Egress Illumination

Restrooms serving more than one occupant and all occupied rooms and spaces 300 square
feet and larger shall be provided with normal power means of egress illumination in accord
with the Virginia Construction Code.

The means of egress shall be either a fixed means of egress path or the entire floor area of
the room or space.

The room or space shall meet minimum normal power illumination levels at all times the space
is occupied even with all light controls turned “OFF”. This shall not preclude the use of
occupancy sensors to determine if the room or space is occupied.

4.1.2.16 Single-User Toilet Facility and Bathing Room Fixtures

The plumbing fixtures located in single-user toilet facilities and bathing rooms, including family
or assisted-use toilet and bathing rooms that are required by Section 1109.2.1 of the 2018
Virginia Construction Code, shall contribute, at an even ratio, toward the total number of
required plumbing fixtures for a building or tenant space. Single-user toilet facilities and
bathing rooms and family or assisted-use toilet rooms and bathing rooms shall be identified for
use by either sex.

4.1.2.17 Lavatory Distribution
Where two or more toilet rooms are provided for each sex, the required number of lavatories
shall be distributed proportionally to the number of water closets.

4.1.2.18 Electrical Coordination Analyses

Electrical Coordination Analyses, including the Short Circuit and Protective Device Selective
Coordination studies required by the NEC and the Arc-flash analysis, shall be submitted to
DEB after final review by A/E. Refer to Sections 5.8.6.12 & 5.17, and Appendix D.

4.1.2.19 In-Building Emergency Communications Coverage
Refer to Chapter 5, Sections 5.6.2.4.1, 5.7.2.9.19, and 5.8.6.12.

4.2 ACCESSIBILITY STANDARDS FOR STATE-OWNED FACILITIES

The Americans with Disabilities Act, 1990: Title II, Subtitle A (and not Title IIl) of the Act applies to all
state-owned buildings and structures. The Code of Virginia 8 2.2-1159 provides that the Division of
Engineering & Buildings shall prescribe standards for the design, construction, and alteration of
buildings constructed in whole or in part or altered by the use of state funds, other than schools,
necessary to ensure that persons with physical disabilities will have ready access to, and use of, such
buildings. The prescribed accessibility standards are the Department of Justice’s 2010 ADA
Standards for Accessible Design, dated September 15, 2010. (Access Board, Suite 1000, 1331 F
Street, NW, Washington, D.C. 20004-1111) For technical assistance, call the Office of Technical and
Information Services at 202-272-0080 and 800-872-2253 or email ta@access-board.gov. The Virginia
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Office for Protection and Advocacy (VOPA) promulgates regulations that address nondiscrimination
on the basis of disabilities under state grants and programs. (Code of Virginia § 51.5-40)

4.2.1 Conflicting Standards / Modifications

The 2010 ADA Standards for Accessible Design incorporates by reference editions of the
International Building Code. The applicable code for the project shall be that which is adopted by
the Commonwealth at the time of building design and permit, as described in Section 4.1.1.

Where codes and standards conflict, the most stringent standard shall be used in designing
accessible facilities. That is, the code or standard most favorable or advantageous to the disabled
shall be used. As ADA is a federal law, modification or waiver of the ADA law requirements cannot
be granted by the Division of Engineering & Buildings. The Division of Engineering & Buildings
reviews documents for compliance with these standards during its normal review of all projects.
Such review does not relieve design consultants from responsibility for designing in accord with
the standards and federal law.

4.2.2 Clarifications for State-Owned Buildings and Buildings on State-Owned
Property

Accessible facilities must be provided at the completion of construction. Adaptable facilities do not
meet the requirements for accessibility in state buildings and buildings constructed or placed on
state-owned property.

4.2.2.1 Elevator Access

2010 ADA Standards for Accessible Design, Section 206.2.3, Accessible Routes: Where
Required: Multi-Story Buildings and Facilities: Clarification: All passenger elevators shall be
accessible to the disabled.

4.2.2.2 Elevator Access

2010 ADA Standards for Accessible Design, Section 206.2.3, Accessible Routes: Where
Required: Multi-Story Buildings and Facilities: Exception 4 does not apply. Residential
facilities shall include at least one accessible route to connect each story and each mezzanine
in multi-story buildings and facilities.

4.2.2.3 Stairways
2010 ADA Standards for Accessible Design, Section 210.1, Stairways: General: Clarification:
All stairways shall be accessible to the disabled.

4.2.2.4 Stairways

2010 ADA Standards for Accessible Design, Section 210.1, Stairways: General: Exception 3
does not apply. Aisle stairways for assembly areas shall comply with 2010 ADA Standards for
Accessible Design, Section 504.

4.2.2.5 Handrails

2010 ADA Standards for Accessible Design, Section 505.10 Handrails: Handrail Extensions:
Clarification: Handrail extensions shall not be turned to the side or back. Handrail extensions
shall continue straight and parallel to the stair run.

4.2.2.6 Dormitories

2010 ADA Standards for Accessible Design, Section 233.3.1.1 Residential Dwelling Units with
Mobility Features: Scope of fully-accessible dormitory rooms shall comply with this section;
however, all dormitory rooms shall be located on an accessible route and doors to all rooms
shall be accessible.
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4.2.2.7 Accessible versus Adaptable
Accessible facilities shall be provided at the completion of construction. Adaptable facilities do
not meet the requirements of this section.

4.2.2.8 Employee Work Areas

2010 ADA Standards for Accessible Design, Section 203.9, Employee Work Areas:
Clarification: All spaces and elements normally occupied by employees or the public in state-
owned buildings, individually or shared, shall be fully accessible.

4.2.2.9 Site Elements

2010 ADA Standards for Accessible Design, Section 201.1, Scope: Addition: Proposed
Accessibility Guidelines for Pedestrian Facilities in the Public Right-of Way (PROWAG) dated
July 26, 2011 shall apply to the design of site elements provided on state-owned property that
are not regulated by the 2010 ADA Standards and are not in the Virginia Department of
Transportation Right-of-Way. The PROWAG guidelines are available for free download from
the Access Board. These site elements are defined in PROWAG and are generally provided
as part of an agency outdoor program.

4.2.2.10 Walk-in Coolers and Freezers

2010 ADA Standards for Accessible Design, Section 203.9, Employee Work Areas:
Clarification: Walk-in coolers and freezers are considered employee work areas and shall
comply with the requirements of 4.2.2.8 above.

4.2.2.11 Unisex Toilets and Bathing Rooms
2010 ADA Standards for Accessible Design, Section 213.2.1: Comply with VCC Chapter 11
Section for Family or assisted-use toilet and bathing rooms.

4.2.2.12 Signs
2010 ADA Standards for Accessible Design, Section 216, Signs: Clarification: Use the
language from VCC Chapter 11 Section Signage as guidance for scope compliance.

4.2.2.12.1 ldentification of Accessible Parking Spaces

2010 ADA Standards for Accessible Design, Section 502.6, Identification, and 2018 VCC,
Section 1106.8, Identification of accessible parking spaces: Clarification: Signs (including
the International Symbol of Accessibility, and identifying van-accessible parking spaces)
shall be located 84 inches maximum, and 60 inches minimum, above the finish floor or
parking surface measured to the bottom of the sign. Additionally, provide a sign including
the following language: PENALTY, $100-500 Fine, TOW-AWAY-ZONE. The bottom edge
of the PENALTY sign shall be no lower than 48 inches above the parking surface.

4.2.2.13 Cabinets

2010 ADA Standards for Accessible Design, Section 225.2, Storage: Clarification: Under
counter and over counter cabinets may be defined as the same “type” if the same
arrangement of shelves is provided to comply with the reach ranges specified in Section 308.

4.2.2.14 Lavatories
2010 ADA Standards for Accessible Design, Section 606, Lavatories and Sinks: Clarification:
Comply with VCC Chapter 11 Sections Lavatories and Sinks.
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4.2.2.15 HUD Housing

2010 ADA Standards for Accessible Design, Section 233.2, Residential Dwelling Units
Provided by Entities Subject to HUD Section 504 Regulations: Clarification: Use the VCC
Chapter 11 Section Dwelling Units and Sleeping Units as guidance for scope compliance.

4.2.2.16 Assistive Listening Systems

2010 ADA Standards for Accessible Design, Section 706, Assistive Listening Systems:
Clarification: Use the language from VCC Chapter 11 Section Special Occupancies: Assistive
listening systems as guidance for scope compliance. The technical criteria in the 2010 ADA
Standards for Accessible Design shall be incorporated into the design. The Hearing Loop (the
Audio Frequency Induction Loop System or AFILS) is the preferred technology in most
facilities.

4.2.2.17 Benches

2010 ADA Standards for Accessible Design, Section 903 Benches: Clarification: Where
interior or exterior benches are provided, 5% minimum or at least one in each area shall
comply with ASAD Section 903. Grab bars and armrests are not required.

4.2.2.18 Maneuvering Clearance

2010 ADA Standards for Accessible Design, Section 305.7 Maneuvering Clearance:
Clarification: Where either side of an alcove exceeds the dimension stated, the minimum
maneuvering clearance stated shall be provided.

4.2.2.19 Vertical Grab Bars
Provide vertical grab bars in accord with ICC A117.1 Accessible and Usable Buildings and
Facilities.

4.2.2.19.1 Vertical Grab Bars in Accessible Toilet Compartments

2010 ADA Standards for Accessible Design, Section 604, Water Closets and Toilet
Compartments: Clarification: Provide vertical grab bars on the sidewall of wheelchair
accessible toilet compartments above the horizontal grab bar and on both sidewalls of
ambulatory accessible toilet compartments.

4.2.2.19.2 Vertical Grab Bars in Accessible Bathtubs

2010 ADA Standards for Accessible Design, Section 607, Bathtubs: Clarification: Provide
vertical grab bars on the control wall of accessible bathtubs.

4.2.2.19.3 Vertical Grab Bars in Accessible Transfer Shower Compartments

2010 ADA Standards for Accessible Design, Section 608, Shower Compartments:
Clarification: Provide vertical grab bars on the control wall of accessible transfer shower
compartments.

4.2.2.19.4 Anti-ligature Requirements

Clarification: Vertical grab bars may be omitted from buildings with anti-ligature
requirements.

4.2.2.19.5 Conflicts with Toilet Room Accessories

Clarification: Vertical grab bars may not conflict with accessible locations for toilet tissue
dispensers. Assure that these toilet room accessories are located in accord with 2010
ASAD accessibility requirements.
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4.3 LIFE SAFETY CODE

Life Safety Code (NFPA 101) applies to state hospital and health care facilities accredited by The
Joint Commission and accepting federal Medicare/Medicaid funds. In case of conflict with VCC
provisions, the most stringent requirements apply. DEB generally does not review for NFPA 101
compliance, except instances where it is referenced in the VCC (such as smoke-protected seating).

4.4 OTHER FEDERAL OR STATE REGULATIONS

Certain projects may be required to comply with other federal or state regulations. Those
requirements may take precedence, equal, or exceed construction, health, safety, and welfare
standards regulated by the aforementioned standards, and are approved after DEB review. All such
codes shall be clearly stated in the Schematic Documents and displayed on title sheets of Preliminary
and Working Drawings. The following codes and regulations may apply to state projects:

Title 1, Americans with Disabilities Act of 1990

Virginia Statewide Fire Prevention Code (SFPC)

Virginia Industrialized Building Safety Regulations (IBSR)

Virginia Manufactured Home Safety Regulations (MHSR)

Virginia Amusement Device Regulations (VADR)

Virginia Public Building Safety Regulations

Virginia Fire Safety Regulations

Virginia Department of Environmental Quality - Erosion and Sediment Control Regulations
Virginia Department of Environmental Quality - Stormwater Management Regulations
Virginia Department of Environmental Quality — Water Division Regulations

Virginia Department of Health Regulations

Virginia Department of Professional and Occupational Regulation

Virginia Department of Transportation “Road & Bridge Specifications”

Section 504 of the Rehabilitation Act of 1973 (HUD) (See CPSM Section 4.2.2.15)

Fair Housing Act Accessibility Guidelines (HUD)

VCC Chapter 11 — Accessibility (See CPSM Sections 4.2.2.11, 4.2.2.12, 4.2.2.14, 4.2.2.15,
4.2.2.16,)

4.4.1 Art and Architecture Review Board (AARB)

The Art and Architectural Review Board (AARB) consists of the Director of the Department of
Historic Resources, or his designee, serving as an exofficio member and six citizen members
appointed by the Governor. It was established to “encourage the design of buildings and works of
art which are both aesthetically and functionally appropriate to the agency for which they are
intended”. All new buildings, additions to existing buildings and any other new elements on state
property, regardless of the funding source, must be reviewed and approved by the AARB.
Presentation(s) of the design shall be made to the AARB for comment and recommendation for
approval after the project design has been submitted to DEB for review and comment at the
schematic and/or preliminary submittals. The initial AARB presentation should be scheduled as
soon as the exterior appearance of the building is no longer likely to change. The location of the
building onsite, overall massing, materials selection, colors and landscaping should be defined
prior to making a presentation. See AARB on the DEB website for more information.

4.4.2 Commonwealth Accounting Policies and Procedures (CAPP) Manual
(Cardinal)

Capital Assets created as a result of Capital Outlay and Maintenance Reserve expenditures shall
be recorded in the Commonwealth Accounting Policies and Procedures (CAPP) Manual (Cardinal)
in accord with Section No. 30400 — Asset Revaluations.
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4.4.3 Baby Changing Facilities in State-Owned or Leased Buildings

All state-owned and state-leased buildings shall provide two (2) baby changing facilities minimum,
one located in the men’s restroom and one in the women’s restroom. Two (2) additional baby
changing facilities shall be provided, located in both the men’s and women’s restrooms, for each
twenty (20) total water closets required by the Virginia Construction Code. In addition, baby
changing facilities shall be provided in required family or assisted use bathrooms. If only one (1)
pair of baby changing facilities is required, they shall be located on the main entrance level.

Baby changing facilities may be furnishings or equipment. The installation of the baby changing
facilities shall not interfere with required Americans with Disabilities Act (ADA) clearances and

access in the restroom. The baby changing facilities shall comply with ADA requirements for
accessibility.

Buildings that serve programs that are both secure and that do not permit children under the age
of 30 months as visitors may submit a letter signed by the Agency Head with the Preliminary
Design submittal indicating that the agency program has these requirements. The Title Sheet
(Section 5.7.2.9.1) shall include the statement:

Baby Changing Facilities: Building program requires security measures to control entrance and/or
exit, and does not permit children under the age of 30 months as visitors.

4.4.3.1 Existing Buildings

Agencies shall develop and execute a comprehensive plan (floor plans are not required) to
install baby changing facilities in existing buildings by 07/01/2023. Submission to DEB of the
agency’s comprehensive plan is not required unless the plan does not propose full
compliance with these requirements.

If in the development of a comprehensive plan the agency identifies programmatic or structural
impracticability that would prevent providing or installing baby changing facilities, then the
agency shall submit justification to DEB for review.

4.4.3.2 New Buildings
New buildings’ designs without approved Working Drawings shall meet this requirement.

4.4.4 Virginia High Performance Buildings Act
Refer to Section 6.1.3.

4.4.5 Electric Vehicle Charging Stations for Fleet Vehicles
Refer to Section 6.2.7.4.

4.4.6 Shielded Outdoor Light Fixtures
Refer to Section 6.16.9.1.

4.5 FIRE PROTECTION INFORMATION PLAN AND FIRE SAFETY SYSTEMS

This section references requirements for a project-specific fire protection information plan and
calculations to be prepared by the A/E and included in the schematic, preliminary design and working
drawing submittals. This section also references specific mandatory requirements for various fire
safety systems, for which the submittal requirements are detailed in Chapter 5.
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4.5.1 Fire Protection Information Plan

Provide the information outlined in Section 5.6.2.4.3 for schematic design submittals, Section
5.7.2.9.7 for preliminary design submittals and Section 5.8.6.9.1 for working drawing submittals.
The requirements are included in this chapter by reference, as the requirements pertain to ALL
projects which are constructed on state property, regardless of funding source.

4.5.2 Fire Safety Systems

The design of fire suppression systems (sprinkler systems/standpipes, alternate automatic
suppression systems, fire pumps), fire detection and fire alarm systems, smoke control systems,
access control systems and applied fire resistant materials shall comply with the submittal
requirements outlined in Section 5.8.6.9.2 through Section 5.8.6.9.10. The requirements are
included in this chapter by reference, as the requirements pertain to ALL projects which are
constructed on state property, regardless of funding source.

4.6 FIRE SAFETY REVIEW OF SHOP DRAWINGS

Shop drawings for the following building systems shall be reviewed and approved prior to the work

being installed:

- Fire suppression systems (sprinklers/standpipes, alternate automatic suppression systems, fire
pumps) : shop drawings prepared by a certified engineering technician, NICET Level Il or IV,
reviewed and approved as indicated below

- Fire detection and fire alarm systems: shop drawings prepared by a certified engineering
technician, NICET Level Il or IV, reviewed and approved as indicated below

- Smoke control systems designed by the P.E., shop drawings reviewed and approved by the A/E of
Record, then reviewed and approved by DEB

- Access control (security) : shop drawings prepared by a Virginia Department of Criminal Justice
Services-licensed contractor

- Applied fire resistant materials: product data and details prepared by the contractor, as may be
required by specific projects

The licensed professional engineer is responsible for the overall design of the fire protection systems,
evaluating the building-specific conditions and preparing the analysis, calculations, design and
documents. When complete, the final documents display the signed, dated seal of the responsible
professional engineer. Refer to CPSM Section 5.8.6.9.

The certified engineering technician, certified to NICET Level Il or IV, prepares the working plans as
defined by NFPA 13, supplemental calculations, and material submittals based upon the engineer’s
design, for the engineer’s review and approval. The professional engineer does not affix his/her
professional seal to the shop drawings.

For limited conditions, the use of NFPA 13-2010 Section 3.3.15, Pipe Schedule System, is an option
that may be used.

4.6.1 DEB Shop Drawing Final Approval

The data shall be reviewed and approved by the A/E of record prior to submittal to DEB. If the
submittal, with any added notations, is satisfactory to the A/E, the A/E shall so stamp. Shop
Drawings shall then be submitted to DEB for review as electronic documents through the EDR
process. After a Shop Drawing submittal is approved by DEB, three (3) full-sized paper copies of
the submittal shall be submitted to DEB for State Building Official signature.

4.6.2 A/E Shop Drawing Final Approval

When the design of fire suppression, fire detection and fire alarm, smoke control, access control
systems or applied fire resistant materials provided in the initial working drawings submittal is
determined to be complete and code compliant by the DEB reviewer, then the Building Permit
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shall stipulate that the shop drawings and submittal data shall be reviewed and approved by the
A/E of record.

The A/E shall include a stipulation on the working drawings and in the technical specification that
the Contractor shall bid and install the fire protection system as shown in the documents. Designs
modified from the DEB-approved Working Drawings, shall be submitted to DEB for review and
approval as described in Section 4.6.1 above.

4.7 STATE BUILDING CONSTRUCTION IN FLOODPLAIN

Executive Order 45 (2019) prohibits the construction, reconstruction, purchase or acquisition of state-
owned buildings within the 100-year floodplain and/or the 500-year floodplain unless a variance is
granted by the Director of DGS, after consultation with the State Coordinator for the National Flood
Insurance Program [the Department of Conservation and Recreation (DCR)]. State entities are
responsible for identifying Projects that are located in flood-prone areas. The Virginia Flood Risk
Information System (VFRIS) may be used to determine flood-prone areas. State Agencies shall note
on Forms CO-2 and CO-17 whether or not a variance to EO 45 (2019) Floodplain Policy is required.
Executive Order 45 is linked in Appendix J. VFRIS is linked in Appendix J.

4.7.1 Market Value for a Building (Executive Order 45)

Options to determine the market value for a building as it stands, based on location, and in its

current condition are as follows:

1. Appraisal: Determine the fair market value of the subject building through performance of a
real property appraisal and preparation of an Appraisal Report in accordance with the current
edition of the Uniform Standards of Professional Appraisal Practice (“USPAP”) issued by the
Appraisal Standards Board of the Appraisal Foundation. Such appraisals shall be performed
by persons licensed by the Real Estate Appraiser Board of the Commonwealth of Virginia as
either a Certified General Real Estate Appraiser or Certified Residential Real Estate Appraiser
and who are in good standing therewith.

2. Complete form: DGS-30-600 EO 45 EXISTING BUILDING/STRUCTURE MARKET VALUE
WORKSHEET

a. Enter data as indicated in form
b. View Compliance Indicator in Section C of the form to see if compliance with EO 45 is
required or if project is exempt from EO 45.

4.8 ENERGY CONSERVATION AND ENVIRONMENTAL PERFORMANCE

State agencies and A/Es shall assure that new construction, renovation, and maintenance of buildings
are performed in accord with the Virginia Energy Conservation Code and the following minimum
standards for energy conservation and environmental performance.

Individuals who perform the compliance modeling must have obtained a Building Energy Modeling
Professional Certification such as ASHRAE Certification. Similar qualifications will be considered
individually.

The proposed Virginia Energy Conservation Code compliance path shall be clearly identified. Refer
to Section 6.1.5.

4.9 DEB ROOFING POLICY AND TECHNICAL STANDARDS FOR STATE BUILDINGS
The Appropriations Act requires that all agencies requesting general funds shall assign first priority to
the roofs of its facilities. The DEB Roofing Policy and Technical Standards for State Buildings are
located in Appendix A of the Manual and are incorporated into Chapter 4 of the Manual by reference.
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The policy and technical standards are applicable to all state owned buildings, regardless of funding
source or project delivery method used.

4.10 WATERPROOFING AND DRAINAGE FOR SUBSURFACE STRUCTURES
No state buildings for human or equipment occupancy shall be designed with basement floor levels
below the water table.

4.11 PREMISES IDENTIFICATION - ADDRESS NUMBERS

New and existing state-owned buildings shall have approved address numbers, building numbers or
approved building identification placed on a position that is plainly legible and visible from the street or
road fronting the property. These numbers shall contrast with their background. Address numbers
shall be Arabic numerals or alphabet letters. Numbers shall be a minimum of 4 inches high with a
minimum stroke width of 0.5 inch.

4.12 SPECIAL PROCEDURES FOR ASBESTOS ABATEMENT

Asbestos materials (building materials that contain greater than 1% asbestos) which can be disturbed
by demolition or renovation work shall be abated in state owned buildings. Asbestos containing
materials shall not be included in any new construction.

4.12.1 General Asbestos Requirements

All state-owned buildings, for which construction was started before January 1, 1985, are
presumed to have asbestos-containing materials (ACM) present in building materials including,
but not limited to, asphalt and vinyl flooring, resilient floor covering, mastics, fibrous pipe
insulations, caulking, window glazing, roofing, flashings, bonding agents, coatings, and binders
until such materials have been tested and found not to contain asbestos.

4.12.1.1 Renovation / Demolition / Addition Projects

Owner shall have existing structures(s), constructed before January 1, 1985, inspected by a
Virginia-licensed or properly certified asbestos inspector for ACM prior to submittal of the
preliminary design for capital outlay projects, and prior to submittal of the working drawings for
non-capital outlay projects. All suspect materials must be physically sampled and analyzed.
The asbestos inspector shall provide the Owner with a report of the inspection which indicates
those places where samples were taken, the results of the analyses, and drawings which
indicate those areas, if any, where asbestos was found and where asbestos-containing
materials must be abated. (Note: The Agency should have the asbestos inspection performed
prior to submitting its funding request. An estimated cost for asbestos abatement, if required,
must be included in the cost estimate supporting the funding request.) The asbestos
inspection report must be made available to the project A/E for information and use in
preparing the project documents.

4.12.1.2 Asbestos Management Plan / Asbestos Project Design

If asbestos-containing materials (ACM) are found, the Owner shall have a Virginia licensed or
properly certified asbestos project designer in concert with the A/E prepare asbestos
abatement project design specifications. The asbestos abatement contractor shall be required
to mark up the record drawings resulting from its work to include areas where asbestos was
abated, areas where asbhestos was encapsulated, and areas where asbestos containing
materials exist but were left in place.

Based on the asbestos inspection report, the construction drawings for renovation or addition
projects shall indicate all locations where ACM is to be removed. The ashestos inspection
report is to be included as an appendix to the project specifications.
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The VCC requires that an application for permit be made and a permit obtained prior to the
commencement of removal or disturbing of any asbestos containing materials during the
construction or demolition of a building or structure, including additions. This permit may be
issued either by DEB or by the agency, provided that the agency has current delegated Annual
Permit Authority issued by DEB.

The Owner shall have a Virginia licensed asbestos management planner prepare or update
the agency Asbestos Management Plan as required by the Code of Virginia § 2.2-1164.

ACM is to be removed by a Virginia licensed asbestos abatement contractor.

4.12.1.2.1 Asbestos Abatement Procedures — Interior Projects

The removal of all ACM found within a structure shall be within a negative pressure
enclosure and employee decontamination system unless it can be shown that the internal
integrity of the asbestos materials will not be compromised and that the material will be
removed in an intact state. All interior asbestos removal projects shall be conducted in a
manner to minimize the release of asbestos fibers into the environment, to preclude the
potential for measurable exposure of the building occupants to asbestos fibers and to
protect the asbestos workers from any unnecessary exposure to asbestos fibers.

4.12.1.2.2 Asbestos Abatement Procedures — Exterior and Roofing Projects

Roof shingles, built-up roofing, flashings, mastics, cementitious siding, window glazing and
caulking and any other exterior building materials which contain greater than 1% asbestos
shall be disposed of in an approved and licensed disposal site in conformance with existing
USEPA and Virginia Regulations. All exterior asbestos removal operations shall conform to
the requirements found in 29 CFR 1926.1101 (g) (7) and (g) (8) without regard to personal
exposure. Appropriate High Efficiency Particulate Air (HEPA) filtered respiratory protection
shall be worn at all times asbestos-containing or asbestos contaminated materials are
being removed. All exterior asbestos removal projects shall be conducted in a manner to
minimize the release of asbestos fibers into the environment, to preclude the potential for
measurable exposure of the building occupants to asbestos fibers and to protect the
asbestos workers from any unnecessary exposure to asbestos fibers.

4.12.2 Asbestos Disclosure Statement

The A/E shall note on the Title Page of the drawings and in the specifications for all projects that
no asbestos containing materials shall be used on the project. The Title Page of the drawings shall
also have an Asbestos Disclosure Statement indicating one of the following:

1. An asbestos inspection was performed and no ACM was found. The asbestos inspection
report is included as an appendix to the project specifications.

2. An asbestos inspection was performed and ACM was found generally in the areas indicated.
However, the work in this project is not intended to disturb the existing ACM. The asbestos
inspection report is included as an appendix to the project specifications.

3. An asbestos inspection was performed and ACM was found generally in the area indicated.
The asbestos inspection report is included as an appendix to the project specifications. The
Owner shall submit an application for permit to have the asbestos-containing materials abated
by a licensed asbestos contractor under a separate contract using approved procedures prior
to issuing a Notice to Proceed to the General Contractor. Any ACM that is to remain and the
new non ashestos-containing material shall be labeled accordingly. The asbestos abatement
contractor shall mark up the As-Built Drawings resulting from its work to include areas where
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asbestos was abated, areas where asbestos was encapsulated, and areas where ACM exist
but were left in place. The General Contractor shall review and certify the locations where
ACM was abated, areas where ACM was encapsulated and areas where ACM was left in
place as marked on the As-Built Drawings and will provide the drawings to the Architect.

4. An asbestos inspection was performed and ACM was found generally in the area indicated.
The asbestos inspection report is included as an appendix to the project specifications.
Asbestos-containing building materials shall not be disturbed in this work except where
specifically indicated and required. Where such actions are required, the contractor shall have
the ACM removed by a licensed asbestos contractor using approved procedures as specified.
The work required for asbestos abatement is permitted within the overall building permit
issued. The ACM that is to remain and the new non asbestos-containing material shall be
labeled accordingly. The asbestos abatement contractor shall mark up the As-Built Drawings
resulting from its work to include areas where ashestos was abated, areas where asbestos
was encapsulated, and areas where ACM exist but were left in place. The General Contractor
shall review and certify the locations where ACM was abated, areas where ACM was
encapsulated and areas where ACM was left in place as marked on the As-Built Drawings and
will provide the drawings to the Architect.

5. An asbestos inspection was not performed because all portions of the existing building that
may be affected by the work were originally constructed after January 1, 1985.

4.12.3 Asbestos Removal Drawings and Specifications

All ACM that will or may be disturbed as a result of a renovation, demolition, or addition work must
be removed. The Owner shall have asbestos project specifications written by a Virginia licensed or
properly certified asbestos project designer. The designer’s license or certification number, name
and signature shall appear at the beginning of the asbestos specifications. The asbestos project
specifications shall adhere to all current federal and state regulations and policies and these
guidelines.

The specifications shall include a copy of the project specific asbestos inspection report indicating
the sampling of and analyses for all materials that will or may be disturbed or accessed by the
project. The specifications shall include a section that covers project notification by the asbestos
contractor to the Virginia Department of Labor and Industry at least 20 calendar days prior to the
actual start of the asbestos project, if required.

4.12.3.1 Asbestos Documents Submittal
Project drawings and specifications shall be submitted to the Division of Engineering &
Buildings with the working drawings submittal for all projects if abatement is to be performed.

4.12.4 Asbestos Contracting

The Agency has two contracting options for use in removal of asbestos from a structure, although

option (2) is the preferred method:

1. A separate contract for removal of the asbestos prior to renovation, demolition or addition.

2. A contract where the abatement is an integral part of the renovation, addition or demolition
project in which the general contractor is licensed as an asbestos contractor or hires a
licensed asbestos abatement subcontractor to perform the work.

4.12.5 Asbestos Abatement Contractor

The Asbestos Abatement Contractor shall be required to mark up the record drawings resulting
from its work to include areas where asbestos was abated, areas where asbestos was
encapsulated, and areas where asbestos containing materials exist but were left in place.
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4.12.6 Removal and Replacement of Sprayed-on Fireproofing

The A/E shall contact the State Fire Marshal early in the design phase to verify the original
purpose of the fireproofing material to be removed or replaced and what, if anything, must be done
to restore the fire resistive characteristics. Plans and specifications shall be submitted to DEB
which will include any bidding documents, addenda or change orders which may relate to the fire
resistive characteristics of the structure. On a submittal to DEB, indicate the construction date,
original and present uses, height of floors in feet, whether sprinkled, and any other information that
may assist DEB in its determination. If sprayed-on ACM is to be replaced, the Agency or its A/E
shall also submit copies of the specifications for the intended replacement material and the
encapsulant specified by the asbestos project designer for review. The encapsulant must be
correctly matched with the replacement material to ensure maximum bonding strength and
intended fire rating integrity of the assembly and acceptable flame spread ratings.

4.12.7 Use of Asbestos or Asbestos Containing Materials
The use of any materials which contain asbestos in concentrations greater than 1% shall be
prohibited in any new construction or renovations.

4.12.8 Asbestos Related Work - Insurance Requirements

Licensed asbestos inspectors, project designers and project monitors and their firms are required
to provide evidence of professional liability/ errors and omissions insurance, with asbestos
coverage, in an amount not less than $1,000,000. The Commonwealth of Virginia, its officers,
employees, agents or any other person acting in an official capacity, temporarily or permanently,
in the service of the Commonwealth, should also be named as additional insured persons.

Section 11 (e) of the Commonwealth of Virginia General Conditions of the Construction Contract
requires the asbestos Contractor or Subcontractor, as the case may be, to name the A/E as an
additional insured on the Contractor’s liability insurance with asbestos coverage. Where the A/E
for the renovation project is also a Virginia licensed asbestos designer and prepares the asbestos
project drawings and specifications, the requirement of Section 11 (e) to name the A/E as an
insured party is waived. The A/E will include such waiver in a supplemental general condition to
the project General Conditions.

4.12.9 Conflict of Interest Policies

The asbestos inspector, the asbestos project designer, the asbestos project monitor, the Owner’s
asbestos management plan author and any other person or firm hired by the Owner to provide
consulting or inspection services on the project shall not be associated by any business or
financial relationship to the asbestos abatement contractor.

Asbestos abatement contractors are not eligible to bid on those particular projects for which the
asbestos surveys, inspections, bulk sample analyses, project designs, or asbestos management
plans were performed by individuals or firms employed by or financially affiliated with the
contractors during the time period in which the inspections were conducted, samples analyzed or
the project designs written.

Asbestos inspectors, asbestos project designers or asbestos management plan authors shall not
contract with the asbestos abatement contractor to provide services on the project.

Asbestos project monitors are not eligible to contract for project monitoring work on a project if
they are financially affiliated with or employed by the asbestos abatement contractor on any
project. These services are to be directly contracted for by the agencies, and the monitoring
personnel shall be accountable only to Agency officials.
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All laboratories utilized for asbestos sampling analysis for project purposes shall have no direct
business or financial relationship with the contractors conducting asbestos abatement activities.

4.12.10 Asbestos Project Monitor

Each Agency shall ensure that asbestos abatement project specifications are followed by using a
Virginia licensed or properly certified asbestos project monitor to monitor the project and perform
air quality testing throughout the duration and at final completion of the project. No asbestos
materials are to be removed without the asbestos project monitor being on-site.

4.12.11 Demolition / Renovation Notification Requirements

Any proposed demolition of a building which contains asbestos must be reported 10 working days
in advance of any demolition and 20 working days in advance of any abatement activity to the
Virginia Department of Labor and Industry. The United States Environmental Protection Agency
(USEPA) and the Virginia Department of Labor and Industry (DLI) interpret these regulations to
include non-friable materials which may be disturbed and rendered friable by the demolition (or
renovation) activity. Questions about whether a particular project or product type is covered by
these regulations may be directed to the Region 3 Asbestos Coordinator, USEPA, 841 Chestnut
Street, Philadelphia, Pennsylvania 19107 or to the Director, Occupational Health Compliance,
Virginia Department of Labor and Industry, 600 E. Main Street, Suite 207, Richmond, Virginia
23219; (804) 371-2327. Renovation projects require special attention because all buildings are
suspected to contain some form of asbestos and because renovations usually require disturbance
of existing surfaces. Renovation projects are subject to the same EPA regulations as demolition
projects with respect to notification and removal of asbestos (CER Title 40 Sections 61.146-147).

4.12.12 Procurement of Asbestos Consulting Services

Persons licensed by the Virginia Department of Professional and Occupational Regulation as
asbestos inspectors, asbestos project monitors, asbestos project designers, asbestos
management planners and asbestos analytical laboratories are considered as asbestos
consultants and shall be procured according to the guidelines established for non-professional
services in the Agency Procurement and Surplus Property Manual.

Asbestos project designers provide services which may necessitate competitive negotiation where
gualification factors as well as price should be used to determine the most suitable provider of the
services.

A sample RFP for Asbestos Project Design Services is available from the Division of Purchases
and Supply for use as a reference in drafting the procurement documents.

4.13 SPECIAL PROCEDURES FOR LEAD-CONTAINING BUILDING MATERIALS

4.13.1 OSHA Regulations

Effective June 3, 1993 the U. S. Department of Labor’s interim final rule amends the Federal
OSHA standards for occupational health and environmental controls in subpart D of 29 CFR part
1926, adding a new Section 1926.62 indicating protection requirements for construction workers
exposed to lead. The entire rule is contained in the Federal Register Vol. 58, No. 84, May 4, 1993.
The Virginia Occupational Safety and Health (VOSH) regulations have subsequently adopted the
federal regulations in total. (See DLI Website.) The Virginia Department of Labor and Industry
(DLI) established an emergency regulation in the May 27, 1996 Virginia Register requiring, among
other things, that a permit be issued by DLI to the lead abatement contractor. This requirement is
also stated in the General Conditions of the Construction Contract (CO-7).
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4.13.2 Lead Survey

When planning a renovation, demolition or addition project, the agency shall have the facility
inspected for the presence of lead containing building materials by a Virginia licensed lead
inspector or risk assessor and document all quantities and locations found. If the structure is to be
demolished, the lead inspector or risk assessor shall determine whether a Total Concentrate
Leachate Procedure (TCLP) test is warranted. Budget estimates and requests shall include the
cost of Contractor compliance with the DLI requirements for the protection of construction workers
for the specific project.

4.13.3 Lead Testing

Owners with multiple facilities with pending renovation projects should procure an indefinite
delivery unit price contract with a qualified, licensed lead testing firm to provide test reports as
required for its facilities at the start of each planning process. This non-professional service
procurement shall be in compliance with DPS procurement procedures.

4.13.3.1 Housing and Urban Development (HUD) Lead Testing

All facilities which may house children six (6) years of age and younger that were constructed
prior to 1978, must have a lead materials and lead paint inspection and risk assessment
conducted by a Virginia-licensed lead inspector and/or risk assessor prior to their being
occupied by children 6 years and younger. Where abatement or renovation is to be conducted
in these facilities, a Virginia-licensed lead project designer shall develop lead project
specifications which comply with all EPA and VOSH regulations. A Virginia-licensed risk
assessor or lead project designer shall insure that the requirements of the project
specifications are followed, including the collection and documentation of all clearance
samples.

4.13.4 Lead Removal

In areas to be renovated, the agency shall include a copy of the lead inspection report as an
appendix to the project specifications. Where lead materials are found in structures to be
demolished, the agency shall determine if the structure has the potential to be considered a
hazardous waste when demolished and shall have a TCLP test conducted, if recommended, by
the lead inspector or risk assessor.

4.13.5 Lead Materials Disclosure Statement
The Title Page of the construction drawings for renovation or addition projects shall include one of
the following lead materials disclosure statements:

1. Aninspection to identify lead containing or coated building components has been conducted
and can be found in the project specifications. This report is provided for the contractor’s use
and may not be all inclusive. [t is the contractor’s responsibility to comply with all Virginia
Occupational Safety and Health (VOSH) regulations as they pertain to employee exposures to
lead. All lead and lead-coated building components shall be recycled to the extent
possible.

2. An inspection to identify lead containing or coated building components has not been
conducted because the building was constructed after January 1, 1985 and the owner has no
knowledge of lead containing or coated building components in the building. It is the
contractor’s responsibility to comply with all Virginia Occupational Safety and Health (VOSH)
regulations as they pertain to employee exposures to lead. All lead and lead-coated
building components shall be recycled to the extent possible.
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4.13.6 Lead Notification

In facilities where children 6 years and under may be located and if lead-containing materials will
be encountered by the General Contractor, the A&E shall identify the type and location of all lead-
based paint and notify the contractor that this work is part of the contract for construction. Lead-
based paint must be identified and the contractors notified that they must be in compliance with all
EPA requirements for lead control/abatement in target housing and all VOSH requirements for
worker safety. It shall be the contractor’s responsibility to comply with all EPA and VOSH
requirements.

4.13.7 Disposal Testing

Following the demolition of lead containing or coated building components which are designated
as waste products, additional TCLP tests in accordance with EPA guidelines shall be done on
these materials, which include the total waste stream, to determine disposal requirements. TCLP
tests of waste materials shall identify whether the material will be required to be disposed of as
hazardous waste or as ordinary construction debris. It shall be unlawful for materials identified as
hazardous waste to be disposed of with ordinary construction debris.

4.14 SPECIAL PROCEDURES FOR URETHANE FLOORING CONTAINING MERCURY

Pourable urethane flooring systems using the compound Phenylmercuric Acetate (PMA) that includes
mercury as a curing catalyst were manufactured from the 1960s through 2005. This flooring has a
rubber-like texture and generally was installed in athletic facilities and multi-purpose spaces. This
flooring may release vapor with a mercury concentration that poses a potential health hazard to
building occupants. Mercury exposure levels may increase due to deterioration, damage and
cleaning of the flooring. Exposure levels are also impacted by the indoor air temperature and fresh air
ventilation rate.

4.14.1 General

Buildings constructed or renovated between January 1, 1960 and December 31, 2006 with
pourable urethane sports flooring may contain PMA. Urethane flooring shall be addressed in
accord with these procedures.

4.14.1.1 State-owned buildings

These procedures shall be implemented by the Agency prior to continued occupancy of
spaces containing urethane flooring. “Appendix P, Building Permit Policy for Construction —
State Owned Buildings and Structures” applies to the work associated with the implementation
of these procedures.

4.14.1.2 Existing buildings acquired by state agencies
The survey, report and recommended actions shall be addressed prior to acquiring the
property.

4.14.2 Survey

A survey under the supervision of a Virginia Certified Industrial Hygienist (VCIH) (COV Section §
40.1-139) is required. A VCIH shall develop a survey plan identifying the locations and method(s)
that samples are required to be taken, and other necessary testing procedures. The minimum
sampling criteria indicated in Section 4.14.3 shall be used. Surveying that exceeds the minimum
testing criteria recommended by the VCIH is at the discretion of the Agency.

4.14.3 Minimum Sampling Criteria
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4.14.3.1 General

Air samples shall be collected in accord with the VCIH plan, including air samples of potential
“hot spots” and air samples in adjacent occupied spaces such as corridors, offices, spectator
spaces and outdoor locations. Air samples collected for analysis shall be analyzed by a
Virginia Accredited Environmental Laboratory. Air samples shall be taken at a height of 36”
above the floor unless otherwise designated by the VCIH plan. Air samples shall be taken with
the HVAC operating at the minimum outdoor air design ventilation rate to the space (cubic feet
per minute) and the maximum space design temperature. Outdoor air temperature/humidity
readings shall be taken at the time of the indoor air sampling.

4.14.3.2 Direct-Reading Mercury Vapor Air Sampling

Air sampling using Direct-Reading Portable Mercury Vapor Detection Equipment, with a
detection limit of 0.2 pg/m3 shall comply with the requirements of 2020 EPA 600 Portable
Mercury Detector Testing and Evaluation Report and 2005 EPA Performance Specification
12A. At a minimum, samples shall be taken on a twenty (20) foot grid and at two outdoor
locations, or as required by the VCIH plan.

4.14.3.3 Sorbent Tube Mercury Vapor Air Sampling

Sorbent Tube Mercury Vapor Air Sampling shall only be used when direct-reading portable
mercury vapor detector air sampling is not practical. Equipment and procedures shall comply
with NIOSH Method 6009 or other VCIH approved sorbent tube air sampling methodology. At
a minimum, four (4) samples shall be taken, and at two (2) outdoor locations by Direct-
Reading Mercury Vapor Detector Air Sampling, or as required by the VCIH plan.

4.14.3.4 Survey Report

A detailed survey report, including survey sampling criteria and recommended actions, shall
be authored and signed by a VCIH and provided to the Agency. Air sampling data, equipment
calibration data, test results, space temperature / humidity data, HVAC outdoor air ventilation
rate (cubic feet per minute) and outdoor air temperature / humidity recorded at the time of air
sampling shall be included in the report.

4.14.4 Actions

If the VCIH report identifies airborne mercury levels higher than 0.8 ug/m3, then adjustments to
the HVAC and air handlers shall be made to maximize the flow of fresh air without compromising
temperature and humidity control. After the actions prescribed in the VCIH survey report have
been implemented, and the HVAC system adjustments have been in operation for three (3) days,
the spaces shall be retested and reported on by the VCIH in accord with this policy.

In spaces where airborne mercury levels remain higher than 0.8 pg/m3 after the survey report
recommendations have been implemented, the Agency shall immediately take additional action to
reduce the airborne mercury levels below 0.8 ug/m3. If these additional actions are effective and
do not include removing the flooring, then a Mercury Management Plan shall be developed by the
VCIH and implemented by the Agency.

4.14.5 Mercury Management Plan

The Mercury Management Plan shall define the adjustments to the HVAC and Maintenance and
Operational changes required to maintain airborne mercury levels below 0.8 pg/m3.

Surveys in spaces with flooring containing PMA (mercury) shall be made, recorded and retained
by the Agency to ensure that the airborne mercury level does not exceed 0.8 pg/m3. The
minimum testing criteria of Section 4.14.3 shall be performed once every quarter and reviewed by
a VCIH to ensure conformance with the Mercury Management Plan. As an alternative to quarterly
testing, continuous monitoring of airborne mercury to ensure that levels below 0.8 ug/m3 are
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maintained is an acceptable method to demonstrate compliance with the Mercury Management
Plan.

The Mercury Management Plan shall be retained in the Agency Facilities Management files for
use by maintenance staff, contractors and as a reference for future renovations.

4.14.6 Mercury Removal and Remediation
If the Mercury Management Plan cannot be implemented to maintain airborne mercury levels
below 0.8ug/m3, the Agency shall remove the flooring.

4.14.6.1 Removal

The flooring shall be tested in accord with the Toxicity Characteristic Leaching Procedure
(TCLP) Method 1311 in accord with DEQ criteria to determine concentration of mercury.
Concentrations exceeding 0.2 mg/l (0.2 ppm) of mercury shall be disposed of in accord with
DEQ policies for hazardous waste.

Contract documents for removal shall be prepared under the supervision of and endorsed by a
VCIH. Provisions to ensure compliance with VOSH indoor air quality, worker safety protective
equipment, handling and disposal of contaminated flooring shall be included in the contract
documents.

4.14.6.2 Remediation
After removal, and before the flooring in the room is replaced, Section 4.14.3 Minimum Testing
Criteria shall be performed to determine if additional remediation work is required.

4.14.7 Mercury Disclosure Statement

If the flooring is not removed and renovations are proposed, the Agency shall make the Mercury
Management Plans available to the A/E of Record responsible for renovations. The A/E of Record
shall note on the title page of the contract documents the following Mercury Disclosure Statement:

Urethane flooring in spaces (fill in the blank) contains the compound Phenylmercuric Acetate
(PMA). Disturbance or removal of this flooring shall be performed under the supervision of a
Virginia Certified Industrial Hygienist. The Mercury Test Report is included as an appendix to
the project specifications.

4.15 UNDERGROUND AND ABOVE GROUND STORAGE TANK SYSTEMS

4.15.1 Technical Standards

Technical standards related to USTS and AST are contained in the Department of Environmental
Quality, Water Division Regulations: 9VAC25-580, Underground Storage Tanks: Technical
Standards and Corrective Action Requirements; 9VAC25-91-100, Facility and Aboveground
Storage Tank Registration Requirements; and 9VAC25-91-130, Aboveground Storage Tank
Pollution Prevention Requirements.

4.15.2 Delegated Authority

Pursuant to Code of Virginia § 36-98.1, the Director of the Department of General Services has
delegated to local building departments inspection and enforcement authority for state-owned
USTS and AST for the purpose of issuing permits, Certificates of Use and performing inspections
required by 9VAC25-580; 9VAC25-91-100; and 9VAC25-91-130.
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4.15.3 Local Building Official Authority

State agencies shall request the services above from the nearest local building department on all
USTS and AST projects/actions. For capital outlay projects the agency will provide the local
building department copies of the appropriate sections/sheets of the specifications/ drawings. The
agency shall pay to the local building department the same fees as would be paid by a private
citizen for the services rendered.

4.16 CHESAPEAKE BAY PROGRAM

State agencies will ensure that their projects are located, designed and constructed to protect the
water quality and living resources of the Chesapeake Bay. Adherence to the Chesapeake Bay
Watershed Development Policies and Guidelines will be required in the development of all project
sitings and designs. This publication is available from the Chesapeake Bay Local Assistance group
within the Department of Environmental Quality.

4.17 EROSION AND SEDIMENT CONTROL PLANS AND SPECIFICATIONS
Refer to the Department of Environmental Quality (DEQ) for current requirements. DEQ requires

submittals for Erosion and Sediment Control, Stormwater Management and a Virginia General
Discharge Permit.

Compliance with the erosion, sediment control and stormwater management requirements is
mandatory for all state projects. Requirements shall be included in the specifications to assign to the
contractor (as part of the contract) the responsibility of erosion and sediment control and stormwater
management at all sites (on or off the owner’s property) of borrowing, wasting or stockpiling of soil
products. A statement similar to the following shall be used:

The Contractor shall be responsible for satisfying any and all erosion control (EC) and stormwater
management (SWM) requirements for any land disturbing activities, including but not limited to, on-
site or offsite borrow, on-site or offsite stockpiling or disposal of waste materials. Before undertaking
any land disturbing activity for which the plans do not specifically address erosion control and
stormwater management, the Contractor shall contact the Regional Office of the Division of Soil and
Water Conservation to determine what EC and SWM measures are necessary. The Contractor shall
completely satisfy all requirements of the Division of Soil and Water Conservation including providing
a designated, certified “Responsible Land Disturber” as defined in 9VAC25-850-10 before continuing
with the concerned activity.

(Note: This instruction may be added to one appropriate specification section - such as Erosion and
Sediment Control or Earthwork - with a reference made to that section each time borrow, waste or
stockpiling is mentioned in other sections.)

4.18 ENVIRONMENTAL IMPACT REPORT (EIR)

4.18.1 When EIR is Required

Agency shall procure and submit an Environmental Impact Report (EIR) for each major state
project. (Code of Virginia 8 10.1-1188). Regulatory authority is assigned to the Virginia
Department of Environmental Quality (DEQ) in Code of Virginia 8 10.1-1191. A ‘major state
project’ is defined as any project or real property acquisition which cost $500,000 or more.
Submission requirements can be found at the Virginia DEQ website. An EIR may not be required
by DEQ for some interior renovations and work covered by a previous EIR. However, the Agency
must submit its request to DEQ citing the nature of the work and justification for excluding the
project from the requirements for an EIR. DEQ will make a determination on the validity of the
request and provide a written response on its findings.
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4.18.2 Virginia Law
Excerpts from the Code of Virginia:

8§ 10.1-1188. State agencies to submit environmental impact reports on major projects.

A. All state agencies, boards, authorities and commissions or any branch of the state government

shall prepare and submit an environmental impact report to the Department on each major state

project.

"Major state project” means the acquisition of an interest in land for any state facility construction,

or the construction of any facility or expansion of an existing facility which is hereafter undertaken

by any state agency, board, commission, authority or any branch of state government, including

state-supported institutions of higher learning, which costs $500,000 or more. For the purposes of

this chapter, authority shall not include any industrial development authority created pursuant to

the provisions of Chapter 49 (8§ 15.2-4900 et seq.) of Title 15.2 or Chapter 643, as amended, of

the 1964 Acts of Assembly. Nor shall authority include any housing development or

redevelopment authority established pursuant to state law. For the purposes of this chapter,

branch of state government shall not include any county, city or town of the Commonwealth.

Such environmental impact report shall include, but not be limited to, the following:

1. The environmental impact of the major state project, including the impact on wildlife habitat;

2. Any adverse environmental effects which cannot be avoided if the major state project is
undertaken;

3. Measures proposed to minimize the impact of the major state project;

4. Any alternatives to the proposed construction; and

5. Any irreversible environmental changes which would be involved in the major state project.
For the purposes of subdivision 4 of this subsection, the report shall contain all alternatives
considered and the reasons why the alternatives were rejected. If a report does not set forth
alternatives, it shall state why alternatives were not considered.

§ 10.1-1190. Approval of Governor required for construction of facility.

The State Comptroller shall not authorize payments of funds from the state treasury for a major
state project unless the request is accompanied by the written approval of the Governor after his
consideration of the comments of the Department on the environmental impact of the facility. This
section shall not apply to funds appropriated by the General Assembly prior to June 1, 1973, or
any re-appropriation of such funds.

§ 10.1-1191. Development of procedures, etc. for administration of chapter.

The Department shall, in conjunction with other state agencies, coordinate the development of
objectives, criteria and procedures to ensure the orderly preparation and evaluation of
environmental impact reports required by this article. These procedures shall provide for
submission of impact statements in sufficient time to permit any modification of the major state
project which may be necessitated because of environmental impact.

4.19 BUILDING OFFICIAL REVIEWS, PERMITS AND APPROVALS

4.19.1 State Building Official

The Code of Virginia 8 36-98.1 delegates authority for building code enforcement of buildings on
State property to the Department of General Services acting through the Division of Engineering &
Buildings. This includes buildings on state property (existing and under construction) not otherwise
exempt.

The Director of the Division of Engineering & Buildings is the Building Official for buildings and
structures on State owned property and is called the State Building Official in this Manual. DEB is
charged with reviewing plans and specifications, granting modifications, issuing Building Permits,
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inspecting construction, issuing Certificates of Occupancy, and establishing rules and regulations
as may be necessary to carry out its function as building official. (Code of Virginia § 36-98.1)

The Virginia Department of Transportation has authority over structures (bridges, toll booths, etc.)
in the Right of Way that are not regulated by the Virginia Uniform Statewide Building Code.
Occupiable buildings located within the Right of Way (rest area buildings, welcome centers, etc.)
are regulated by the VUSBC and are under the jurisdiction of the State Building Official.

State agencies that are designated as authorities (i.e.: Virginia Port Authority, VCU Health
System, University of Virginia Health System, Virginia Commercial Space Flight Authority, and
Fort Monroe Authority) or have special authority granted by the Code of Virginia may either
exercise Building Official authority, or contract for Building Official services with a locality or the
State Building Official. See Section 7.0.10.

4.19.2 Building Maintenance Official

As provided in The Virginia Maintenance Code (Part Il of the VUSBC), the Department of General
Services acts through the Division of Engineering & Buildings as the Building Official. The Director
of the Division of Engineering & Buildings is the Building Official for buildings and structures on
state-owned property.

The Building Official hereby requires and directs that each and every state agency which has real
property (land and buildings) shall comply with maintenance provisions of the Virginia
Maintenance Code.

The VUSBC prescribes that building maintenance regulations are to be complied with in the repair
and maintenance of existing structures and equipment. The purpose is to ensure public safety,
health, and welfare through proper building maintenance, repair, and use and continued
compliance such as accessibility and energy conservation.

The chief administrative official of each state agency which has real property shall be responsible
and accountable to the State Building Official for compliance with the maintenance provisions of
Part Ill, Chapter 1, (13VAC5-63) of the VUSBC. To facilitate the administration and operations of
the Agency’s compliance with the Virginia Maintenance Code, each Agency Head shall assign an
Agency Building Maintenance Representative to respond to complaints of non-compliance and to
assure that the Agency complies with the Virginia Maintenance Code. The Agency Building
Maintenance Representative shall be the on-site representative of the State Building Official for
compliance at that Agency. The Agency Building Maintenance Representative shall receive
complaints, resolve the issues and otherwise assure compliance with the Virginia Maintenance
Code for that Agency.

For inspection reports and annual reporting criteria, refer to Section 4.19.5.

4.19.3 Building Permit Policy for Construction - State Owned Buildings &
Structures

The policy supplements the Virginia Construction Code by further defining scope of work and
submittal requirements to the Building Official for state-owned buildings and structures. See

Appendix P.

4.19.3.1 Closure of DEB-Issued Building Permits

All permits issued by DEB shall be closed upon completion of the work permitted. The work is
not to be deemed complete until all work included within the contract has been completed and
accepted, all deficiencies identified during inspections of the work by the agency, the A/E, the
State Fire Marshal and DEB have been corrected and accepted, and all work which was
determined to be incomplete by inspection has been completed and accepted. Depending on
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the scope and type of project, the permit shall be closed by one, or a combination, of the
following methods:

4.19.3.1.1 New Buildings, Additions & Change of Occupancy Renovations

For new buildings, additions to existing buildings and renovations or alterations to
existing buildings which result in a change of use and occupancy classification for the
building or a portion thereof, the agency shall prepare and submit Form CO-13.3
(Certificate of Use and Occupancy) within the BITS application software. In addition to
authorizing occupancy or re-occupancy, issuance by DEB of an approved CO-13.3
closes the permit for the new building, the additions (only) and/or the renovated areas
which underwent a change in use or occupancy. If the work has been determined to be
substantially complete, but still has work remaining that must be completed, corrected
or otherwise resolved under the open permit, a temporary Certificate of Use and
Occupancy may be requested and issued with stipulations and an expiration date by
which all work shall be complete. The permanent CO-13.3 shall be issued when all
work is completed after submittal of the form by the agency within BITS.

4.19.3.1.2 Renovations in Existing Buildings With No Change of
Occupancy

For renovations or alterations to existing buildings or portions of buildings which do not
constitute a change of use and occupancy classification for the whole building or any
part of the building, the agency shall prepare and submit Form CO-13.4 (Building Permit
Closeout) within the BITS application software. Issuance by DEB of an approved Form
CO0-13.4 closes the permit and authorizes re-occupancy of renovated spaces for
projects that required the renovation areas to be vacated during construction. If the
work has been determined to be substantially complete, but still has work remaining
which must be completed under the open permit, the agency shall request re-
occupancy of the building or specific spaces by submitting Form CO-13.5 (Beneficial
Occupancy). Form CO-13.5 permits temporary re-occupancy while the remaining work
is completed under the open permit between substantial completion and final
completion, at which point the agency shall submit Form CO-13.4 to close the permit.

4.19.3.2 Annual Permit

Annual Permits are issued by the Building Official at the Building Official’s sole discretion to
Agency Representatives in accord with the Virginia Uniform Statewide Building Code. The
Agency Representatives are not the Building Official, and their authority is limited, as defined
by the Building Permit Policy for Construction — State Owned Buildings & Structures (See
Appendix P). Work performed under the Annual Permit is subject to inspection by the Building
Official at the Building Official’s sole discretion. Deficiencies noted during the Building Official’s
inspection shall be corrected to the Building Official’s satisfaction.

Agency Representatives are limited to one principal Agency Representative (Alternate Agency
Representatives report to the principal) per agency at the central agency location. Application
may be made by completing the Annual Permits - Agency Representative Application which
can be found on the Forms Center. In order for an Agency Representative to be granted full
Annual Permit authority the representative must be a registered architect or professional
engineer in Virginia with experience in building design and a current knowledge of the Uniform
Statewide Building Code. Agency Representative applicants that are not registered architects
or professional engineers in Virginia may apply, but must demonstrate knowledge of building
construction, building design, experience in building design and a current knowledge of the
Uniform Statewide Building Code. If given Annual Permit authority, they may have their
authority limited.
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4.19.3.3 Temporary Structures (Tent, Stage, Platform, Bleachers, Amusement
Devices & Other Structures)

Application for Permit to erect and use temporary structures must be submitted to the Building
Official at least ten (10) days prior to the proposed use. See the Virginia Uniform Statewide
Building Code and the Building Permit Policy for Construction — State Owned Buildings &
Structures (Appendix P) for the scope of work that requires a permit. Also see Chapter 8.

Tent Permits allow both the erection and the Use and Occupancy of the tent subject to the
stipulations shown on the permit. Tent permits are normally issued to allow the tent to be
erected the day before the event and to be taken down the day after the event. Exceptions to
this Policy may be requested in writing where very large tents with structural frames are
required to be erected for the tent. In such cases, the tent supplier and agency shall
acknowledge responsibility for safety and security of the tent and area. Tent Permits require
that the tent be struck in the event that winds exceeding 40 mph are predicted in the vicinity of
the tent location.

4.19.3.3.1 Seasonal / Multiple Function Permit

If a temporary structure is to be repeatedly erected at the same location and for the same
type of function AND if the tent is located the proper distances away from existing
buildings, the agency may submit an application for a Seasonal Permit to erect the
structure for several specified dates. The conditions of the Seasonal Permit require that
identical structure be erected, furnished, equipped, used for the identical purpose in the
identical location AND that the tent to be erected the day before the event and to be taken
down the day after the event. Any variation from a seasonal permit requires a separate
permit.

4.19.3.3.2 AARB

“Temporary Structures” are not temporary if proposed for more than 180 days. Any ‘non-
permanent structure’ placed on state property for more than 180 days requires approval of
the AARB.

4.19.3.3.3 Tent

Site Plan

Indicate property lines, roads, sidewalks, grades greater than 5%, distance to adjacent
buildings or structures and handicapped accessible route to the public way.

Location

Show the location of the tent on the Site Plan and indicate the distances to the nearest
buildings on the Permit Application. Tents proposed to be located closer to existing
buildings than allowed by the USBC will require special evaluation and may require special
conditions if allowed to be erected. Erection of a tent in proximity to a building shall be
done in a manner which will not decrease the safety of the building occupants while
providing required safety for the occupants of the Tent.

Floor Plan
Indicate means of egress, aisles, exits, furnishings, and equipment. Provide a description
of the function or activity to take place. Indicate the proposed Maximum Occupant Load.

Other Construction

Indicate the method of tie-down / anchorage for tents including the proposed wind and live
loads. (See Special Conditions below.) Indicate means of egress lighting and power for
tents that are proposed to be used at night. Indicate the method of ventilation and when
tents are proposed to be conditioned.
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Certificate of Flame Resistance

Provide Certificate of Flame Resistance to include tent serial numbers and descriptions
(size, color, etc.) so that the tent certificates and tents can be clearly matched up on a one
to one correspondence. Open flames, space heaters, or food cooking / heating devices
(except with approved electrical appliances and approved power supply) are NOT
permitted under and within 20 feet of a tent.

Inspection

Responsible User or the Agency Representative shall inspect the installation for
compliance with the approved documents. The State Fire Marshal may inspect the
installation for means of egress and code compliance.

Special Conditions

Tents that are proposed to be occupied during wind speeds that exceed 40 MPH require a
tie-down or other anchorage design that is signed and sealed by a Virginia-licensed
architect or engineer.

4.19.3.3.4 Stage / Platform / Bleachers

Site Plan

Outside installations: indicate property lines, roads, sidewalks, grades greater than 5%,
distances to adjacent buildings or structures, and handicapped accessible route to the
public way. Inside installations: indicate the buildings and room location and name.

Floor Plan

Indicate means of egress, aisles, exits, guards, handrails, furnishings, and equipment.
Provide a description of the function or activity to take place. Indicate the proposed
Maximum Occupant Load.

Other Construction

Indicate the means of egress lighting and power for structures that are proposed to be
used at night. Indicate the method of tie-down or other anchorage for structures including
the proposed wind loads and live loads. Provide details of anchorage and calculations to
show proper anchorage against overturning. For bleachers or grandstands, provide a
Certificate of Flame Propagation Criteria for any skirts, drapes or other fabric that will be
provided to close off the area under the bleachers.

Closed v. Open Engineered Systems

Provide manufacturer data for stage, platform, and bleachers along with a certificate of
insurance from the equipment rental / erection company. If the structures are fabricated on
site and/or erected by other than the equipment rental company, provide construction /
erection documents signed by a Virginia licensed architect or engineer.

Inspection

The Responsible User or the Agency Representative shall inspect the installation for
compliance with the approved construction / erection documents. For bleachers or
grandstands, an A/E or an approved third party inspector shall inspect the bleachers for
proper installation and safety prior to use.

Exceptions:

1. Platform (Dance Floors)
Dance floors that are no more than 4 inches above the grade plane at any point do not
require a permit (a 2 x 4 on edge with a plywood floor is nominally 4 inches; therefore,
does not require a permit).

2. Stage (Performance Sets)
Performance sets that are owned and erected (not rented locally) by contract
performance groups (e.g. Private Bands and Theater Groups), that are exclusively for
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the use of the contract performance group and from which the public are excluded, are
considered equipment of the performing group; therefore, such stages / equipment do
not require a permit from DEB.

Seasonal / Multiple Function Stage Permit

If a temporary stage is to be repeatedly erected at the same location and for the same type
of function AND if the stage is to be installed by an experienced, trained and supervised
crew, then the agency may submit an application for a Seasonal Permit to erect the stage /
structure at a given location for several specified dates. The conditions of the Seasonal
Permit require that identical structure be erected, furnished, equipped, used for the
identical purpose in the identical location AND that the stage to be erected and inspected
by the Agency Safety Officer. Any variation from a seasonal permit requires a separate
permit.

4.19.3.3.5 Amusement Devices

“Amusement devices” are regulated by the Virginia Amusement Device Regulations
(VADR). Amusement device permit application submittals are reviewed for compliance with
the requirements for the various devices that are detailed in the VADR.

a. Agency is to complete all of the required fields on Form CO-17 TMP in BITS. A
separate CO-17 TMP is to be completed for each different amusement device.

b. DEB will issue a site specific temporary permit for each amusement device, which
takes into account the relative location of the device to buildings and structures,
accessible routes, and other information.

c. Amusement devices shall be inspected and certified in accord with the VADR prior to
submission to the State Building Official in order for a site specific permit (CO-17TMP)
to be issued. If a vendor offers an amusement device that does not have a valid
certificate of inspection (sticker), then the Agency or vendor shall engage the local
building official to perform the required inspection and certification in accord with the
VADR as a condition of use. Such inspection is subject to the fees as set forth in the
VADR.

d. Agency is to download and complete the "CO-17TMP Attachment One”; (DGS-30-190)
form from the DGS Forms Center. A separate Attachment One form is to be submitted
for each amusement device.

e. In addition to the Attachment One form, the following information shall be submitted in
support of the site-specific permit application:

(1) proof of liability insurance;

(2) a simple site plan indicating the location(s) of the amusement device(s) and
indicating an accessible route to the device(s) from an accessible building or
parking area;

(3) image of a valid certificate(s) of inspection (sticker) by an inspector who is
certified as an amusement device inspector by the Virginia Board of Housing and
Community Development;

(4) the manufacturer’s installation and operating instructions, and

(5) any other information necessary in order to permit the device, such as details
to assure a safe adaptation to the site.

f. Agency shall advance the CO-17 TMP to the DEB BO Admin and shall email the
completed CO-17TMP Attachment One to boforms@dags.virginia.gov_along with the
other required information listed above.
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g. Upon receipt of an approved CO-17TMP and prior to amusement device use, a
representative of the Agency to whom the CO-17TMP was issued shall verify that the
amusement device has a valid inspection sticker and is erected in accord with
manufacturer’s instructions. This representative shall also ensure the any special
conditions noted on the CO-17TMP are maintained.

4.19.3.3.6 Other Temporary Structures
Contact the Division of Engineering & Buildings.

4.19.3.4 Industrialized Buildings

An Application for Permit is required to install, make utility connections, and/or occupy an
Industrialized Building. See the Virginia Construction Code and the Building Permit Policy for
Construction — State Owned Buildings & Structures (Appendix P) for the scope of work that
requires a permit. Industrialized Buildings used as construction trailers on a project
construction site are exempt.

4.19.3.4.1 AARB
Industrialized Building shall obtain AARB approval. Industrialized Building used as
construction trailers on a project construction do not require AARB approval.

4.19.3.4.2 Site Plan

Indicate property lines, easements, roads, sidewalks, grading, parking (including
handicapped spaces), site utilities (size and location: water, sewer, electric, and gas),
distances to adjacent buildings or structures, and handicapped accessible route to the
public way.

4.19.3.4.3 Foundation
Indicate soils bearing capacity, number and location of piers, and number and location of
tie down anchors.

4.19.3.4.4 Other Construction
Indicate stairways, ramps, porches, hallways, sidewalks, paving, roofs, lighting, and other
items that are not a part of the industrialized building delivered to the site.

4.19.3.4.5 Inspection
Inspection by the A/E of Record and the Regional Fire Marshal Office are required. Submit
inspection reports indicating compliance with approved documents.

4.19.3.4.6 Additions, Renovations, and Alterations

Changes to Industrialized Building are regulated in the same manner as changes to all
existing structures. Do not make changes to any component of the building, or occupy any
portion of a building without approval of the Building Official.

4.19.3.4.7 Industrialized Buildings without a Virginia Registration Seal

If the proposed building does not have a Virginia Registration Seal, the Owner must

demonstrate that the building complies with the code. The following are required:

a. Signed and sealed documents shall be provided by a Virginia licensed architect or
engineer showing the construction including structural, mechanical, electrical, and
plumbing systems,

b. Fire Protection Information Plan shall be provided in accord with the CPSM.

c. Building shall be inspected by a Virginia licensed architect or engineer for compliance
with the VUSBC, CPSM and applicable accessibility standards, and a statement with
seal, signature, and date, stating that the building conforms to these requirements.
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4.19.3.4.8 Procurement Guidance

Define the use and occupancy of the building prior to procurement. Procure the building in
accord with CPSM requirements, VPPA requirements, or by a standard lease. Require
Virginia seals and registration numbers on the industrialized building in accord with the
Virginia Industrialized Building Safety Regulations, 13VAC5-91 et seq.

4.19.3.5 Towers

An Application for Permit is required to install a Tower and must be submitted to the Building
Official. See the Virginia Construction Code and the Building Permit Policy for Construction —
State Owned Buildings & Structures (Appendix P) for the scope of work that requires a permit.
For towers located on leased property, applicant shall coordinate with the Division of Real
Estate Services (DRES) to determine if a new or modified lease is required and indicate the
date when the lease was approved. If a new or modified lease is required, a Building Permit
will not be issued until the lease has been executed.

4.19.3.5.1 AARB

Towers require AARB approval. Adding antennae to existing buildings requires AARB
approval. The addition of antennae or equipment to an existing tower is exempt from
AARB approval.

4.19.3.5.2 Site Plan
Indicate property lines, easements, roads, sidewalks, grading, site utilities, and distances
to adjacent buildings or structures.

4.19.3.5.3 Foundation
Indicate soils bearing capacity and foundation design (size and reinforcement of footings,
number and location of piers, and number and location of tie down anchors).

4.19.3.5.4 Other Construction
Indicate fences, storage structures, electrical service, lighting, sidewalks and paving.

4.19.3.5.5 Closed v. Open Engineered Systems

Provide manufacturer data for manufactured tower construction that are constructed in the
factory. If the structures are fabricated on site, provide construction documents signed and
sealed by a Virginia licensed architect or engineer.

4.19.3.5.6 Inspection / Certificate of Use

Inspection by the A/E of Record and submission of the Statement of Special Inspections is
required. For an antenna addition to an existing tower, provide a statement from the A/E
with a signed, dated professional seal assuring that the tower will accommodate added
loads. Submit inspection reports indicating compliance with approved documents.

4.19.3.5.7 Additions, Renovations, and Alterations

Changes to a tower and the addition of antennae or equipment are regulated in the same
manner as tower installations. Do not make changes to any component of the tower
without approval of the Building Official.

4.19.3.5.8 Permit Fees
Contact the Division of Engineering & Buildings. A fee is required with application. Checks
shall be made payable to the Treasurer of Virginia.
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4.19.3.6 Other Structures (Flagpoles, Antennae, Fences, Miscellaneous)

4.19.3.6.1 Flagpole / Antennae

An Application for Permit to install a flagpole / antenna more than 30 feet in height, and
flagpoles / antennae to be attached to existing buildings shall be submitted to the Building
Official. See the Virginia Construction Code and the Building Permit Policy for Construction
— State Owned Buildings & Structures (Appendix P) for the scope of work that requires a
permit. Flagpoles with a height of 30 feet or less may be permitted under the Annual
Permit authority.

4.19.3.6.1.1 AARB
Flagpoles shall be approved by the AARB prior to permitting / erection.

4.19.3.6.1.2 Site Plan

Indicate property lines, roads, sidewalks, and distances to adjacent buildings or
structures, or the location of the building to which the flagpole / antennae is to be
attached.

4.19.3.6.1.3 Foundation

Indicate soil bearing capacity and foundation design including: connection details,
foundation details, based on manufacturer’s standard data and details, or calculations
signed by a Virginia licensed architect or engineer.

4.19.3.6.1.4 Other Construction
Indicate paving, sidewalks, electrical service and lighting.

4.19.3.6.1.5 Closed v. Open Engineered Systems
Provide manufacturer data. If the structures are fabricated on site, provide construction
documents.

4.19.3.6.1.6 Inspection

Inspection by the Applicant or a Virginia-licensed architect or engineer is required. For
an antenna addition to an existing structure, provide a statement from the A/E with a
signed, dated professional seal assuring that the structure will accommodate added
loads. Submit inspection reports indicating compliance with approved documents.

4.19.3.6.2 Fences

An Application for Permit to install a fence that is required for (i) pedestrian safety or (ii) a
barrier for a swimming pool shall be submitted to the Building Official. See the Virginia
Construction Code and the Building Permit Policy for Construction — State Owned
Buildings & Structures (Appendix P) for the scope of work that requires a permit.

4.19.3.6.2.1 AARB
Fences shall be approved by the AARB prior to permitting / erection.

4.19.3.6.2.2 Site Plan
Indicate property lines, roads, sidewalks, and distances to adjacent buildings or
structures, fire department access, exit discharge, public way.

4.19.3.6.2.3 Foundation
Indicate VDOT standard details for the erection and stability of fences, manufacturer’s
details, or calculations signed by a Virginia licensed architect or engineer.
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4.19.3.6.2.4 Other Construction
Indicate paving, sidewalks, electrical service, lighting, storage structures.

4.19.3.6.3 Miscellaneous Structures
Contact the Division of Engineering & Buildings.

4.19.3.7 Prototype Structures

4.19.3.7.1 Standard / Prototype Design

When the Owner has engaged the A/E to prepare a Standard/Prototype design, the
drawings for the Standard or Prototype Plans shall include:
Name of the Owner
Title of the Standard or Prototype Structure for which the design was developed
State Project Code for the Standard or Prototype Structure
Name of the A/E for the Standard or Prototype Design
Seal and dated signature of the responsible licensed professional for the Standard
or Prototype Desgin
Applicable codes, standards, loadings and design parameters used to develop the
Standard or Prototype design.
List of Drawings encompassing the Standard or Prototype set.

4.19.3.7.2 Site Adaptation Design for Prototype Structures

When the Owner has engaged the A/E to prepare site specific development, utility, and
foundation site adaption design for a Standard/Prototype design, the title sheet for the
Project plans shall list the drawings included in the set of plans and shall differentiate
between the Standard/Prototype Building design and the site adaptation design. The Site
Adaptation Plans shall include:

Name of the Owner

Title of the Site Adaptation project

State Project Code for the Site Adaptation project

Name of the A/E for the Site Adaptation project

Seal and dated signature of the responsible licensed professional for the Site

Adaptation design

Applicable codes, standards, loadings and design parameters used to develop the

Site Adaptation design

List of Drawings encompassing the Site Adaptation design

List of Drawings encompassing the Standard / Prototype set

4.19.4 Codes & Standards Compliance Disputes

The Director of the Division of Engineering & Buildings functions as the Building Official for
providing the Building Official duties in accord with the Virginia Uniform Statewide Building Code.
Appeal of the application of the building code or refusal to grant a modification to the provisions of
the building code by the Building Official or his staff may be made by the affected state agency to
the Director of the Department of General Services. Appeals shall be made in writing within
twenty-one (21) calendar days of the application of this code or refusal to grant a modification to
the provisions of this code. The appeal shall contain the following information:

Agency Name:

Project Name:
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Project Code Number:
Applicable Code / Edition / Section(s):

Disputed Application:
(Documents and narrative that describe in detail, with code references, the disputed
application and the alternative proposed application.)

Proposed Modification:
(Documents and narrative that describe in detail, with code references, the proposed
modification and systems that provides equivalent features to insure that the spirit and
intent of the law is observed and that the public health, safety and welfare are assured.)

Justification:

Signature of the Chief Facilities Officer:

The DGS Director shall issue a written decision on the appeal within fourteen (14) calendar days
of receipt by the Department of General Services of the appeal application.

State agencies shall exhaust this appeal process prior to application for appeal to the State
Review Board.

4.19.5 State Owned One and Two Family Dwelling Inspection

State owned one and two family residential property that is rented to private parties or provided to
state employees shall be maintained in accord with the current applicable Virginia Maintenance Code.
Inspection and reporting of the condition of the property shall be provided by the agency that owns the
property in accord with the following requirements.

Inspection Procedure and Report

Inspection and reporting shall be as defined by 18VAC15-40-130, Certified home inspection report.
The inspection report shall be retained by the agency that owns the property, and copies shall be sent
to the State Building Official and Division of Real Estate Services (DRES).

Inspector Qualifications

Inspectors shall be certified by the Virginia Department of Professional and Occupational Regulation
as a “Certified home inspector.”

Inspection Frequency

Inspections shall be performed: 1) prior to property acquisition, 2) every five (5) years, and 3) at the
request of the lessee having a valid complaint. Validity of lessee complaints shall be evaluated by the
agency that owns the property. Lessees may appeal the decision of the agency that owns the
property to the State Building Official.

Correct Deficiency

Life and fire safety deficiencies as determined by the Building Maintenance Official (see Section
4.19.2) shall be corrected prior to occupancy, or in occupied structures in a time frame directed by the
Building Maintenance Official. All other deficiencies shall be corrected within 120 days of the date of
the completed report. Verification that the corrective work complies with the Virginia Uniform
Statewide Building Code shall be made by the agency that owns the property prior to occupancy or
within the time frame designated. Uncorrected deficiencies in occupied structures shall be reported to
the State Building Official and may result in the structure being placarded as unfit for habitation and
prohibited from being occupied.

Interim Inspections

The agency may elect to perform interim inspections when the lessees change. The reporting criteria,
inspection criteria and time for correction shall be determined by the agency.

Annual reporting
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The agency shall provide an annual report to the State Building Official listing the dwelling inspected,
type of inspection (acquisition, five years, complaint) inspection date, inspector's name, deficiencies
corrected, and deficiencies outstanding.

Report Format
The following is a copy of 18VAC15-40-130

18VAC15-40-130, Certified home inspection report
A. Certified home inspection reports shall contain:

1. The name, business address and telephone number of the certificate holder as well as his
certificate number and expiration date;

2. The name, address, and telephone number of the client or the client's authorized
representative, if available at the time of the inspection;

3. The physical address of the residential properties inspected; and

4. The date, time (to include both start and finish times of the inspection), and weather conditions
at the time of the certified home inspection.

B. In conducting a certified home inspection and reporting its findings, the certified home inspector,
at a minimum, shall inspect the condition of and shall describe in writing the
composition/characteristics of the following readily accessible components and readily
observable defects, except as may be limited in the certified home inspection contract
agreement:

1. Structural system.
a. Foundation.
b. Framing.
c. Stairs.

d. Crawl space, the method of inspecting the crawl space shall be noted and explained in
the inspection report. If the crawl space cannot be inspected, the certificate holder shall
explain in the inspection report why this component was not inspected.

e. Crawl space ventilation and vapor barriers.
f. Slab floor, when present.
g. Floors, ceilings, and walls.

2. Roof structure, attic, and insulation.

a. Roof covering. The method of inspecting the roof covering shall be noted and explained
in the inspection report. If the roof covering cannot be inspected, the certificate holder shall
explain in the inspection report why this component was not inspected.

b. Roof ventilation.
c. Roof drainage system, to include gutters and downspouts.
d. Roof flashings, if readily visible.
e. Skylights, chimneys, and roof penetrations, but not antennae or other roof attachments.
f. Roof framing and sheathing.
g. Attic, unless area is not readily accessible.
h. Attic insulation.
3. Exterior of dwelling.
a. Wall covering, flashing, and trim.

b. Readily accessible doors and windows, but not the operation of associated security locks,
devices, or systems.
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c. Attached, or adjacent and on the same property, decks, balconies, stoops, steps, porches,
carports, and any associated railings, but not associated screening, shutters, awnings, storm
windows, garages, or storm doors.

d. Eaves, soffits, and fascias where readily accessible from ground level.
e. Walkways, grade steps, patios, and driveways, but not fences or privacy walls.

f. Vegetation, trees, grading, drainage, and any retaining walls in contact with or adjacent to
the dwelling that may affect the dwelling.

g. Visible exterior portions of chimneys.
4. Interior of dwelling.

a. Readily accessible interior walls, ceilings, and floors of dwelling and any attached or
adjacent garage.

b. Steps, stairways, railings, and balconies and associated railings.
c. Countertops and installed cabinets, including hardware.

d. Readily accessible doors and windows, but not the operation of associated security locks,
devices, or systems.

e. Garage doors and permanently mounted and installed garage door operators. The
automatic safety reverse function of garage door openers shall be tested, either by physical
obstruction as specified by the manufacturer, or by breaking the beam of the electronic photo
eye but only when the test can be safely performed and will not risk damage to the door, the
opener, any nearby structure, or any stored items.

f. Fireplaces, including flues, venting systems, hearths, dampers, and fireboxes, but not
mantles, fire screens and doors, seals and gaskets.

g. Solid fuel burning appliances if applicable.
5. Plumbing system.

a. Interior water supply and distribution systems, including water supply lines and all fixtures
and faucets, but not water conditioning systems or fire sprinkler systems.

b. Water drainage, waste, and vent systems, including all fixtures.
c. Drainage sumps, sump pumps, and related piping.

d. Water heating equipment, including energy source and related vent systems, flues, and
chimneys, but not solar water heating systems.

e. Fuel storage and distribution systems for visible leaks.
6. Electrical system.
a. Service drop.
b. Service entrance conductors, cables, and raceways.
c. Service equipment and main disconnects.
d. Service grounding.
e. Interior components of service panels and sub panels, including feeders.
f. Conductors.
g. Overcurrent protection devices.
h. Readily accessible installed lighting fixtures, switches, and receptacles.
i. Ground fault circuit interrupters.
j. Presence or absence of smoke detectors.
k. Presence of solid conductor aluminum branch circuit wiring.

I. Arc fault interrupters shall be noted if installed but not tested if equipment is attached to
them.

7. Heating system.
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a. Heating equipment, including operating controls, but not heat exchangers, gas logs, built-
in gas burning appliances, grills, stoves, space heaters, solar heating devices, or heating
system accessories such as humidifiers, air purifiers, motorized dampers, and heat
reclaimers.

b. Energy source.

c. Heating distribution system.

d. Vent systems, flues, and chimneys, including dampers.
8. Air conditioning system.

a. Central and installed wall air conditioning equipment.

b. Operating controls, access panels, and covers.

c. Energy source.

d. Cooling distribution system.

C. Systems in the home that are turned off, winterized, or otherwise secured so that they do not
respond to normal activation using standard operating controls need not be put into operating
condition. The certified home inspector shall state, in writing, the reason these systems or
components were not tested.

Statutory Authority
88 54.1-201 and 54.1-501 of the Code of Virginia.
Historical Notes

Derived from Virginia Register Volume 19, Issue 18, eff. July 1, 2003; amended, Virginia Register
Volume 27, Issue 11, eff. April 1, 2011.

4.19.6 Structures owned by the Commonwealth that are abandoned, unfit for human

occupancy, unsafe, or vacant

This section defines the procedures and responsibilities of the State Building Official (Code
Official), the State Fire Marshal, and the owning agency as they apply to structures that are
abandoned, unfit for human occupancy, unsafe or vacant.

The Virginia Construction Code (VCC) applies to structures that have yet to receive a final
Certificate of Occupancy. The Virginia Maintenance Code (VMC) applies to existing structures.
The Virginia Statewide Fire Prevention Code (VSFPC) applies to the inspection and maintenance
of existing structures. These codes also regulate structures that are abandoned, vacant, unsafe
and unfit for human occupancy and require the State Fire Marshal to inspect and report and the
State Building Official to inspect, report, make a noncompliance determination, and take action to
remedy the hazard of these structures.

VCC Section 118 Unsafe Buildings or Structures applies to buildings that become unsafe while
under construction. VMC Section 106 Unsafe Structures or Structures Unfit for Human
Occupancy applies to existing structures that are classified unsafe or unfit for human occupancy.
Section 106 also defines the responsibilities of the State Building Official as they pertain to
Inspection, Report of Unsafe Conditions, Notice of Unsafe Structure or Structure Unfit for Human
Occupancy, the Posting of Notice, and the Posting of Placard. VSFPC Section 311.1.1
Abandoned Premises, defines a premises ‘abandoned’ if the owner of the building or structure
cannot be found. Buildings on Commonwealth of Virginia property are owned by the
Commonwealth; therefore the owner is known and can be found.

A specific definition for Vacant Premises (buildings or structures) is not provided within the VCC or
the VSFPC. Based on the requirements defined within the VSFPC, a Vacant Premise (building or
structure) for the Commonwealth of Virginia is an occupiable building that at the discretion of the
owning Agency is vacant. Vacant buildings are to comply with the requirements of the VSFPC
Section 311 Vacant Premises. VSFPC Section 311.2 Safeguarding Vacant Premises define
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requirements, which are the responsibility of the owning Agency, for the maintenance of this
property.

Responsibilities of the State Building Official — Virginia Construction Code

VCC Section 118 Unsafe Buildings or Structures defines the responsibilities of the State Building
Official as it pertains to Repair or Removal of Unsafe Buildings or Structures, Inspection Report,
Notice of Unsafe Building or Structure, Posting of Notice, and Posting of Placard. The
requirements of VCC Section 118 provide sufficient clarity to provide specific direction without
additional guidance.

Responsibilities of the State Building Official (Code Official) — Virginia Maintenance Code
VMC Section 106 Unsafe Structures or Structures Unfit for Human Occupancy defines the
responsibilities of the code official as it pertains to Inspection of Unsafe or Unfit Structures, Notice
of Unsafe Structure or Structure Unfit for Human Occupancy, Posting of Notice, and Posting of
Placard. The requirements of VMC Section 106 provide sufficient clarity to provide specific
direction without additional guidance.

Responsibilities of the State Fire Marshal — Virginia Statewide Fire Prevention Code

VSFPC Section 109.1, Inspection authorizes the State Fire Marshal to inspect all structures to
assure compliance with the VSFPC. VSFPC Section 110.4, Unsafe Structures requires the SFMO
to report the existence of unsafe structures to the State Building Official.

Responsibilities of the Agency Chief Administrative Official

For each state agency that has real property, CPSM Section 4.19.2 Building Maintenance Official
delegates authority and makes the Chief Administration Official of the state agency (acting through
the Agency Building Maintenance Representative) responsible to the State Building Official, to
report structures that are abandoned, vacant, unsafe, or unfit for human occupancy as defined
above.

Upon receipt of a complaint of a potentially unsafe structure, the Agency Building Maintenance
Representative shall cause the cited condition to be evaluated, and take actions defined within
VMC Section 105 to 1) render a determination of findings to the Agency Chief Administrative
Official, and 2) cause the condition to be remedied.

4.20 CONSTRUCTION INSPECTION

In addition to the required Special Inspections, A/E Inspections and Substantial Completion Inspection
by the Building Official, the Owner shall cause construction inspections to be made to assure that the
work performed is in accord with the approved building permit documents. See Chapter 7 for
information on the scope of Structural and Special Inspections, Structural Observations and the A/E
inspections.

4.20.1 Required Inspections

Inspections shall be performed in accord with the code, including the following:

1. Footing excavations and reinforcement material for concrete footings prior to placement of
concrete.

Foundation systems during phases of construction necessary to assure code compliance.
Preparatory work prior to the placement of concrete.

Structural members and fasteners prior to concealment.

Electrical, mechanical, and plumbing materials, equipment and systems prior to concealment.
This also includes fire suppression sprinkler systems, clean agent systems and fire detection
and alarm systems.

Energy conservation material prior to concealment.

Final inspection.

abrwn

No
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(Note: Part of required inspections may be included in the special inspections and the A/E
inspections. Despite this, construction inspections shall be made of the work as it is being
performed to assure that conditions inspected by the special inspections and the A/E inspections
are preserved.)

4.20.2 Inspector Qualifications

Inspectors shall be approved by the Agency’s director of facilities. Inspections shall be made by an
individual familiar with the project, with the knowledge, skill, and experience necessary to read and
understand the documents, and meeting the following minimum criteria:

1. Anindividual certified by the Department of Housing and Community Development (DHCD) or
by the International Code Council (ICC) in the specialty being inspected, or

A Virginia-licensed Architect or Engineer, or

An individual approved by the Building Official upon recommendation of the agency facilities
officer based on the knowledge, skill and experience of the proposed inspector. This approval
shall be requested, in writing, for non-agency personnel. The request shall include
documentation of the proposed inspector’s qualifications and experience.

2.
3.

4.20.3 Inspection Reports

Inspection reports shall be made on all inspection work. Final Report shall be made at the

completion of the work. Reports shall meet the following:

1. Submitted within 30 days of completion of the work item being inspected and prior to the
substantial completion inspection.

2. Indicated deficiencies in the work shall be followed by reports that indicate the action taken to
correct the work and acceptance of the work.

3. Formatted at the discretion of the agency, but shall include a number and title (as indicated in
Required Inspection), the 11 digit project code, date, and signature of the Inspector. Final
Report shall be so entitled, and indicate that the work was complete in accord with the
approved construction documents (indicate the date of the approved construction documents
and include a list of addenda and change orders), or enumerate the deficiencies and
corrective actions taken (do not include addenda and change orders previously listed) to
comply with the code.

4.20.4 Non-Compliance
If the Owner is unable or unwilling to perform the required inspection and reporting, then the
Building Official will cause the inspections to be performed at the Owner’s expense.

4.20.5 Procurement of Project Inspection Services

If the Agency does not have adequate staff or does not wish to procure inspection services
directly, there is another option available. The Department of General Services offers state-wide
term contracts for Project Inspector services. Agencies may take advantage of these contracts.
Follow the “Procurement” link on the DGS website to Statewide Contracts. The specific contract
on eVA is: “Non-Professional Facility Related Services.”

4.20.6 Building Official Inspections
The following inspection types will be conducted by the Building Official staff if the inspections are
noted as applicable on the Building Permit’s official action wording:

1. Under-slab inspection prior to the installation of concrete that will conceal mechanical,
electrical, and plumbing systems.

2. Open-wall inspection prior to the installation of exterior and interior wall surfaces that
will conceal mechanical, electrical, plumbing, fire protection systems, and exterior
weather resistive systems.
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3. Above-ceiling inspection prior to the installation of ceiling surfaces that will conceal
mechanical, electrical, plumbing, and fire protection systems.

4. Any other Inspections the Building Official deems necessary to ensure compliance with
Code.

5. If smoke control is required by the VCC (e.g., stairwell pressurization, atrium smoke
control, etc.) refer to CPSM Section 7.5.17.11 for building official acceptance testing of
smoke control systems.

6. Inspection to verify or determine substantial completion at the end of construction.

The Agency shall notify the Building Official to schedule inspections by contacting the assigned
DEB Lead Reviewer a minimum of seven (7) days in advance of the requested inspection date.
The request shall contain the following:

- Project Number
- Project Name
- Type of inspection required

The Building Official will contact the Agency to verify that the project is ready, prior to confirming
the scheduled inspection. The A/E is responsible for documenting the inspection
deficiencies/comments and the Agency is responsible for providing the report for review and
concurrence by the Building Official. The Agency shall provide e-mail verification that comments
generated by the Building Official Inspection have been resolved.
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CHAPTER 5 - PROJECT SUBMITTAL STANDARDS

5.0 GENERAL

There are differences between work prepared for clients in the private sector and work prepared for
agencies of the Commonwealth of Virginia. The Commonwealth cannot limit bidding to a selected list
of contractors known to do good work. Unless contractors are prequalified for the project in
accordance with Section 7.5.2, any licensed contractor may bid on a Design-Bid-Build project
delivery. Since the knowledge and experience of the contractors bidding on the project is an unknown,
drawings and specification requirements must be clear, concise and provide thorough detailing of
existing and proposed construction.

Design is the sole responsibility of the A/E. Specifications which require the contractor to provide
engineering design are not acceptable unless the products or systems specified for contractor design
have been approved by the Agency for Delegated Design and included in the final Delegated Design
list on the Title Sheet. Refer to Sections 3.1.1.2 and 3.1.1.3.

In order to encourage competition required in the expenditure of public funds, performance
specifications that define a desired result or assembly, or reference recognized standards to define a
desired result or assembly, are strongly preferred. If performance specifications are not practical, and
a manufactured product must be used to define a desired result of assembly, then three
manufacturers and three products shall be referenced. Do not reference both manufactured products
and performance criteria because conflicts in the performance criteria and the product performance
create unnecessary conflicts. Sole source and proprietary specifications are not allowed without prior
written authorization. (Code of Virginia 8 2.2-4300 et seq).

5.0.1 Project Identification on Documents

The Agency and the A/E shall include the 11 digit Project Identification Code (PC No. = Agency
Code + Project Code + Subproject Code) on all plans, specifications, contracts, correspondence,
sketches, invoices, memoranda, addenda and other documents related to the project. Where the
overall project is not subdivided, show the three-digit subproject identification code number as
000. Example format: 999-99999-001. Capital Project Documents without the required
identification are not complete.

Each page/sheet/sketch/drawing of any addenda shall include the A/E seal, the project title, the
project code, the addendum number, the addendum date, and the page or sequence number to
clearly indicate that the material is a part of the contract documents.

The A/E shall require the Contractor to provide the Project Identification Code (PC No.) on all
submittals including invoices, schedules, shop drawings, change order proposals, correspondence
and other project documentation.

5.0.2 Capital Project Initiation

The Agency will be authorized to initiate the design of a Capital construction project upon receipt
of an approved CO-2. Depending on the project documentation previously submitted and the
action wording on the CO-2, one or more of the following design progress phases for review by the
Division of Engineering & Buildings may be required.

* Schematic Design
* Preliminary Design
*  Working Drawings, including Addenda

Minimum requirements for data, drawings, specifications, and cost estimates to be included in the
submittal for the indicated phases are described in this chapter and the referenced Appendices.
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5.1 NON-CAPITAL OUTLAY CONSTRUCTION PROJECTS

5.1.1 General

Construction or improvement projects undertaken on state property which are not classified as
Capital Outlay projects are not required to follow the capital outlay (CO-2, CO-4, CO-5, CO-6 and
CO0-8) submittal and approval process. However, the Non-Capital Construction Projects are
subject to review and permitting by the State Building Official (Director, Division of Engineering &
Buildings) for conformance to the Virginia Uniform Statewide Building Code including its
referenced standards and for the technical standards and policy requirements of the Manual.
“Changes in Group Classification” of existing state-owned buildings also require the submittal of
information for the review and approval of the State Building Official and issuance of a new
Certificate of Use and Occupancy.

5.1.2 Issuance of Building Permit

Projects/Work on state property shall be designed by and the documents sealed, signed and
dated by Virginia-licensed Architect(s) and/or Engineer(s) in accord with the Building Permit Policy
for Construction, State-Owned Buildings and Structures (Appendix P). Working drawings ready for
bidding and the appropriate information for the Building Permit (CO-17) shall be submitted to the
Building Official (DEB) for review and issuance of a Building Permit. Refer to the Building Permit
Policy in Appendix P for further information.

Some interior renovation or modification projects which do not involve a Change in Group
Classification or projects to alter systems regulated by the USBC may be permitted under the
Building Official’s Annual Permit to the Agency. (See Appendix P) The Agency shall follow the
procedures and keep records of such work as set forth in the Annual Permit issued to the Agency.

5.1.3 Issuance of Certificate of Use and Occupancy

The Non-Capital Construction Project Work shall be inspected by a licensed Architect or Engineer,
or by other qualified and approved inspector, for conformance with the VUSBC as shown on the
approved plans and specifications. The Agency shall submit the forms CO-13.1a, CO-13.1b, CO-
13.2a, C0O-13.3b, the Fire Marshal's report and recommendation, and other applicable certificates
or reports to DEB, along with the Form CO-13.3, Certificate of Use and Occupancy, submitted via
BITS when requesting that a Certificate of Use and Occupancy be issued.

Renovation-only projects (not involving an addition to an existing building) or which do not involve
a change in use or occupancy for the existing building will not be issued a Certificate of Use and
Occupancy upon completion. The agency shall submit Form CO-13.4 (Building Permit Closeout) to
DEB via BITS along with Forms C0O-13.1, CO-13.2, CO-13.3b, C0O-13.1b and a final inspection
report from the State Fire Marshal in order to close the permit when the construction is completed.
The project is not complete as long as any deficiencies identified by DEB, the State Fire Marshal,
or the A/E have not been completed, corrected or otherwise resolved.

5.1.4 Change in Use or Occupancy

If the Agency proposes to change the Group classification of an existing building or a portion
thereof, the VCC requires that a new Certificate of Use and Occupancy be obtained. The building
shall comply with the Virginia Existing Building Code (VEBC) unless it a Group I-2 or I-3
occupancy. If the building is a Group I-2 or I-3 occupancy, the Virginia Construction Code (VCC) is
applicable instead.

5.2 GENERAL REQUIREMENTS FOR DRAWINGS
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5.2.1 Professional Seals

All drawings and specifications submitted in support of application for a building permit shall bear
the Virginia professional seal(s) of the individual(s) responsible for its design. Schematic and
Preliminary phase documents are not required to display professional seals. Working Drawings
are required to display professional seals of the individual design disciplines. Final Documents
(Bid Sets and Permit Sets) are required to display signed and dated professional seals.

Work that is not regulated by the Virginia Department of Professional and Occupational Regulation
(DPOR) does not require professional seals and shall include the following statement on the
drawing “The Work shown on this sheet does not require a seal by a Licensed Architect or
Professional Engineer in accord with VCC 108.2 Exemptions from application for permit.”
Drawings included for reference only shall be identified as “For Reference Only.”

5.2.1.1 Use of electronic seal, signature and date

The Code of Virginia 859.1-42.1, Uniform Electronic Transactions Act, regulates the use of
electronic records, signatures and contracts. In accord with the Virginia Administrative Code
(VAC) 818VAC10-20-760 - Board for Architects, Professional Engineers, Land Surveyors,
Certified Interior Designers and Landscape Architects Regulations - Use of seal: an electronic
seal, signature and date may be used in place of an original seal, signature and date when it is
a unique identification of the professional, is verifiable and its use is under the professional’s
direct control. The electronic seal shall be 2 inches in diameter, meeting all criteria of the
regulations referenced above. The printed name shall appear above the license humber and
both shall be legible. An electronic signature, which may contain digital signature verification,
is acceptable as long as all relevant text is legible.

5.2.2 Units of Measurement for Dimensions
All dimensions on drawings shall be expressed in feet, inches and fractions of inches. Metric
dimensions are not acceptable.

5.2.3 Size of Drawings

Drawing sheet size, except in special cases approved by the Director of DEB, shall be 24" by 36"
(preferred) or, alternatively, 30" by 42". Drawings shall be prepared so as to be suitable for
microfilming or optical scanning and for making clear, legible half-size reproductions.

5.2.3.1 Weight of Drawings
Large sets of drawings shall be organized in volumes such that the weight of any volume does
not exceed approximately 30 Ibs. (maximum of 200 sheets per volume).

5.2.4 Size of Lettering

Mechanical (CADD, BIM) lettering shall be 1/10" minimum and in all caps. The minimum height for
hand lettering on all projects shall be 1/8”. Spacing between lines shall be equal to one-half the
letter height.

5.2.5 Orientation

It is customary for a building plan to be oriented with the main entrance toward the bottom or right
edge of the sheet, depending upon the building shape. All plans shall have a North Arrow for
orientation. All discipline building plans shall be consistent in orientation insofar as practicable.

5.2.6 Section and Detail Designation

The standard section symbol below is representative of the information required for section and
detail “tags”. The symbol used on the drawing sheet(s) shall indicate where the section or detail is
taken and the drawing sheet where the section or detail is drawn.
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NUMBER INDICATES “SECTION";
LETTER INDICATES “"ELEVATION" OR “DETAIL"

SHEET NUMBER
WHERE SECTION,

ELEVATION OR
DETAIL IS TAKEN ﬁ"l

LADDITIONAL SHEET REFERENCESJ

SHEET NUMBER

WHERE SECTION,
ELEVATION OR
DETAIL IS DRAWN

STANDARD SECTION, ELEVATION OR DETAIL SYMBOL
NOTE: SYMBOL SHOULD ALWAYS APPEAR AS PART OF TITLE, PLACED UNDER THE VIEW

5.2.7 Limits of the Work

The drawings shall describe/show the Work to be provided by the Contractor. Existing features,
structures, or improvements to remain shall be so noted. Existing features, structures, or
improvements to be demolished and/or removed shall be noted or identified. Work, improvements,
demolition or construction which the Agency will perform or have performed by separate contract
shall be identified as “Not in Contract” or “NIC” if the abbreviation has been defined.

5.2.8 Date of Construction Documents

All drawings and the specifications shall be dated with the same date which is established by the
A/E as the date the documents are (or will be) complete, sealed and ready for bid. Documents
printed for bidding shall bear the date described above with no revision numbers or dates and no
revision bubbles or clouds.

5.2.9 Determination of Building Area
The building area shall be indicated on the drawings based upon the context of its usage as
described below.

5.2.9.1 Building Area for Code Compliance

The square footage provided shall reflect the VCC definition of “Building Area” when
determining compliance with VCC Table 506.2 - Allowable Area Factor (At = NS,S1, S13R, or
SM, as applicable) in Square Feet.

5.2.9.2 Gross Building Area for CO Forms and Cost Estimates

The square footage provided shall be determined utilizing the guidelines on Form DGS-30-219
— Area Calculation for Gross Building Area for CO Forms and Cost Estimates. This calculation
includes items not included in the VCC “Building Area” such as exterior walls, mechanical
penthouses, mezzanines, balconies, and other areas that contribute to the overall building size
and scope for the purposes of determining CO-2 square footage, estimates, or other forms
related to the capital outlay process.

5.2.10 Tabulation of Units
Indicate the number of beds (dormitory or hospital), fixed seats (auditorium) or parking spaces
(parking deck), and other information relating to capacity of the facility as applicable.
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5.2.11 Abbreviations

Provide a master listing of all applicable abbreviations and symbols used in the set of drawings or
provide a listing of the discipline-specific abbreviations and symbols at the beginning of each
discipline.

5.2.12 Scale of Drawings

Foundation and floor plans shall be drawn to a scale not less than 1/8" = 1'-0" with all necessary
dimensions shown. Roof plans are preferred at 1/8" = 1'-0" scale; however, roofs without
mechanical equipment and metal / shingled pitched roofs may be drawn at a 1/16" = 1'-0" scale.
Elevations shall be drawn to scale at not less than 1/8" = 1'-0". Typical wall sections shall be
drawn at not less than 3/4" = 1'-0" scale. Typical window, door and special opening details shall be
drawn at 1 1/2" = 1'-0" scale or larger. Provide all necessary interior and exterior details, including
special doors, windows, woodwork, paneling or other decorative work, toilets and washrooms,
etc., with plans and elevations at a minimum scale of 1/4" = 1'-0” and with construction details at a
minimum of 3/4" = 1'-0”. Mechanical and electrical equipment room plans shall be drawn at 1/4" =
1'-0" scale minimum.

5.2.12.1 Graphic Scales
Each drawing shall, as a minimum, have a graphic scale shown for the predominant scale
used on that sheet.

5.2.13 Asbestos Project Design

Asbestos drawings and specifications shall have the name, signature and Virginia license number
of the asbestos project designer shown on each asbestos drawing sheet and at the beginning of
the asbestos specifications section.

5.2.14 Boring Log Presentation

Boring logs representing soil conditions encountered in the site investigation including pertinent
logs from previous explorations in the project location shall be presented on the drawing(s). Logs
shall show the ground elevation, the depths of borings, depths and classifications/descriptions of
materials encountered, blow counts per ASTM D-1586, ground water elevation, and other
pertinent information. Boring locations relative to the project shall be shown on a small scale
location plan or on the Site Plan. Boring logs may be photocopied to stick-on transparencies and
securely and neatly organized on the boring log sheet if legible and suitable for microfilming or
scanning.

5.2.15 Record Drawings

Record Drawings showing the As-Built conditions shall be provided to the Agency/Owner on
reproducible media. The Agency may further require that they be provided with the Record
Drawings as CADD files on removable media.

5.2.16 CADD and BIM Record Drawings on Removable Media

The Agency may require the A/E to prepare the drawings electronically and to provide the Agency
with one copy of the completed drawings on removable media. The A/E shall provide the Agency
with any special fonts, symbol libraries, special line types or line drawing software, or any other
unigque software required for the Agency to maintain the electronic drawings as current “As Built”
documents.

5.3 SPECIFICATION STANDARDS

Specifications shall be in sufficient detail to describe without ambiguity, all materials, equipment,
supplies and other pertinent information. Required tests and guarantees shall be indicated in the
specifications.
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5.3.1 Federal Specifications

Federal Specifications, MILSPECS, Corps of Engineers Specifications and the like shall not be
utilized or referenced unless specific prior written approval is obtained from the Director, Division
of Engineering & Buildings.

5.3.2 Use of Current Forms

The specifications shall include the latest published edition / revision of the General Conditions
CO-7, Instructions to Bidders CO-7a, the Standard Bid Form format and wording, the Standard
format and wording for the Notice of Invitation to Bid, and all other applicable CO Forms. The
latest editions are published on the DGS Forms Center webpage and may be downloaded /
printed for use and inclusion in the documents.

5.3.3 Project Manual / Specifications Arrangement

Specifications shall be on 8 1/2" by 11" sheets with bid sets preferably printed on both sides of the
sheet. Font size shall be suitable for microfilming or scanning and shall not be smaller than 10-
point font size. The cover page or the table of contents pages shall be dated with the same date
as the drawings and shall be sealed, signed and dated. If the Project Manual consists of multiple
volumes, the table of contents or cover page of each volume shall be sealed,signed and dated.
Alternatively, a page of all seals, signed and dated, shall be provided located on a page
immediately following the table of contents. The Project Manual shall include:

+ Table of Contents

* Notice of Invitation to Bid (Refer to Sample Format in DGS-30-256)

* Instructions to Bidders (CO-7a)

* Prevailing Wage Determination from DOLI (if applicable)

*  Prebid Question Form (DGS-30-272) (complete name and contact information for submission)
* Bid Form (Refer to Format in DGS-30-220)

+ Standard Bid Bond Form (CO-10.2)

+ Commonwealth of Va. General Conditions of the Construction Contract (CO-7)

» Supplemental General Conditions, if applicable (Refer to Samples in DGS-30-376)
* **Contract Between Owner and Contractor (CO-9)

+  *Workers Compensation Insurance Certificate (CO-9a)

» **Standard Performance Bond (CO-10)

» **Gtandard Labor and Material Payment Bond (CO-10.1)

* **Change Order blank (CO-11)

* **Change Order Estimate (General Contractor) (GC-1)

» **Change Order Estimate (Subcontractor) (SC-1)

* **Change Order Estimate (Sub-subcontractor) (SS-1)

» **Schedule of Values and Certificate for Payment (CO-12)

« **Affidavit of Payment of Claims (CO-13)

« **Certificate of Completion by Architect/Engineer (CO-13.1)

+ **Certificate of Partial or Substantial Completion by A/E (CO-13.1a)

* **Final Report of Structural and Special Inspections (CO-13.1b)

* **Fjinal Report of Structural Observations (CO-13.1d)

« **Certificate of Completion by Contractor (CO-13.2)

» **Certificate of Partial or Substantial Completion by Contractor (CO-13.2a).

» **Sybmittal Register Format (refer to Sample in DGS-30-364)

* *\endor eVA Registration Requirements (DGS-30-384)

« ** VEES Verification DGS-30-381 (if HPBA compliance is required, refer to Section 6.1.3)
* List of Drawings

» Special Inspections List (CO-6b)
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» Agency’s structural observer’s written statement of structural observations (if required)
* VEES Checklist DGS-30-382 (if HPBA compliance is required, refer to Section 6.1.3)
» Division 1 - General Requirements, Special Conditions, etc.
» Technical Specifications
(a) Technical Specification Sections shall be numbered with appropriate section numbers
corresponding to an industry-standard specifications format, such as one of the two CSI
Masterformat numbering systems. The numbering system shall be consistent within the
entire submittal.
(b) Technical Sections should, where possible, be subdivided into the Part | - General,
Part Il - Products, Part Il - Execution format.
» Appendices containing Soils Report, Asbestos Inspection Survey Report, Lead Inspection
Survey Report and/or other information pertinent to the project but not a part of the Work.
Such material should be noted as “INFORMATION ONLY” for use by the Contractor.

Projects utilizing Job Order Contracting in accord with Section 7.4 shall complete the Statement of
Job Order Contract Use form (DGS-30-480) and include it in the Project Manual in place of the
General Conditions, Instructions to Bidders, Standard Bid Form, Standard Bid Bond Form, and
Notice of Invitation to Bid. If the Agency determines that another delivery method in lieu of JOC is
appropriate for this project, updated Specifications with the appropriate Invitation for Bids and/or
other documentation shall be submitted to DEB for review and approval.

The Project Manual for projects utilizing Job Order Contracting shall include the following:

+ Table of Contents

+ Job Order Contract Use form (DGS-30-480)

* Prevailing Wage Determination from DOLI (if applicable)

» **Standard Performance Bond (CO-10)

» **Gtandard Labor and Material Payment Bond (CO-10.1)

« **Job Order Change Order (CO-11.1 and CO-11.14a)

* **Change Order Estimate (General Contractor) (GC-1)

» **Change Order Estimate (Subcontractor) (SC-1)

* **Change Order Estimate (Sub-subcontractor) (SS-1)

» **Schedule of Values and Certificate for Payment (CO-12)

« **Affidavit of Payment of Claims (CO-13)

« **Certificate of Completion by Architect/Engineer (CO-13.1)

+ **Certificate of Partial or Substantial Completion by A/E (CO-13.1a)

* **Final Report of Structural and Special Inspections (CO-13.1b)

» **Certificate of Completion by Contractor (CO-13.2)

+ **Certificate of Partial or Substantial Completion by Contractor (CO-13.2a).

* **Submittal Register Format (refer to Sample in DGS-30-364)

« **VVEES Verification DGS-30-381 (if HPBA compliance is required, refer to Section 6.1.3)

» List of Drawings

* Special Inspections List (CO-6b)

* VEES Checklist DGS-30-382 (if HPBA compliance is required, refer to Section 6.1.3)

» Division 1 - General Requirements, Special Conditions, etc.

* Technical Specifications

(a) Technical Specification Sections shall be numbered with appropriate section numbers
corresponding to an industry-standard specifications format, such as one of the two CSI
Masterformat numbering systems. The numbering system shall be consistent within the
entire submittal.
(b) Technical Sections should, where possible, be subdivided into the Part | - General,

Part Il - Products, Part 11l - Execution format.
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» Appendices containing Soils Report, Asbestos Inspection Survey Report, Lead Inspection
Survey Report and/or other information pertinent to the project but not a part of the Work.
Such material should be noted as “INFORMATION ONLY” for use by the Contractor.

Refer to Section 7.4.5 for forms specific to Job Order Contracting (JOC) term contract
procurement.

Those forms listed above that are preceded with ** may be included as a hard copy in the Project
Manual or referenced in the Project Manual’s Table of Contents with the link to the DGS
Forms Center: https://dgs.virginia.gov/search/documents-and-forms/?filter=DEB

5.3.4 General Conditions of the Construction Contract

The General Conditions of the Construction Contract, Form CO-7, is a standard document
required to be incorporated in the documents for all building-related construction, renovation,
addition and/or repair projects for which plans and specifications are prepared. The General
Conditions (CO-7) have very significant legal implications. The term “Form CO-7”, as used herein,
also means the Form CO-7DB (applicable to Design-Build contracts) and the Form CO-7CM
(applicable to Construction Management contracts).

No item of the General Conditions shall be amended or deleted or its intent changed
without prior written approval of the Director, Division of Engineering & Buildings.

The latest published edition of the General Conditions, CO-7, shall be bound in the Project Manual
or referenced on the documents if a Project Manual is not provided. If incorporated in the bid sets
by reference, a complete copy of the General Conditions shall be provided to any requestor at no
charge. The Notice of Invitation to Bid and the Instructions to Bidders (CO-7A) must state where
the General Conditions (CO-7) are available for inspection and from whom the prospective bidders
may request and receive a copy of the General Conditions. The entity tasked with issuing the
documents for bidding shall be listed as the source for obtaining a copy of the General Conditions
if not included in the bid documents. A complete copy of these General Conditions shall be
included in the Documents attached to/referenced by the Contract Between the Owner and the
Contractor (CO-9).

The A/E shall be familiar with the requirements and provisions of the General Conditions (CO-7)
and the Instructions to Bidders (CO-7a) and shall coordinate the requirements in the
Specifications with those in the CO-7 and CO-7a.

5.3.5 Supplemental General Conditions

Supplemental General Conditions modify, amend or delete specific portions of the General
Conditions. The sample Supplemental General Conditions are fixed and shall not be modified
(other than, if used, the amount of Liquidated Damages of Section 43). The changes to the
General Conditions shall be set forth and labeled “Supplemental General Conditions” and shall be
submitted to the Division of Engineering & Buildings for approval. See the sample (for use of
Liguidated Damages) in the “DGS Forms Center” (DGS-30-376).

5.3.6 Liquidated Damages

The use of “Liquidated Damages” can be effective when properly implemented and administered.
However, Liquidated Damages is not a penalty clause and does not guarantee that the project will
be finished on time. Specifying Liquidated Damages, if approved, shall be incorporated by a
Supplemental General Condition and has significant legal implications and risks for the agency. If
the agency wishes to specify Liquidated Damages, the agency shall prepare a justification for
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doing so and attach documentation on how the proposed amount per day was determined. The
justification shall document costs that can be clearly identified and defended in court such as
project management costs, rental costs, transportation costs associated with the work and the like.
It shall NOT include speculative costs, such as loss of future revenue. Submit this information to
the Director of the Division of Engineering & Buildings for review and approval before
incorporating Liquidated Damages in the construction documents.

5.3.7 Special Conditions

The “Special Conditions” establish specific requirements which are peculiar to the specific project.
These include such items as: hours of work restrictions, Contractor office and storage area
restrictions, coordination requirements for utility interruptions, hazardous material data sheet
submittals, security procedures for construction personnel and so forth. The Special Conditions
shall be included in Division 1 of the Technical Specifications.

5.3.8 Instructions to Bidders

The Instructions to Bidders, CO-7a, is a standard document which has been written to conform to
the requirements and procedures of the Virginia Public Procurement Act, Code of Virginia § 2.2-
4300 through 2.2-4377. The Instructions to Bidders shall be reproduced and included in the
Documents without modification. The requirements and procedures delineated in the Instructions
to Bidders have significant legal implications and shall not be changed without the prior written
approval of the Director of the Division of Engineering & Buildings.

The persons at the Agency and the Architect/Engineer who are responsible for advertising,
receiving and opening bids for the project shall be familiar with and conform to the requirements of
the Instructions to Bidders, CO-7a.

5.3.9 Types of Specifications
There are three types of specifications used on state projects:

5.3.9.1 Non-Proprietary and Performance Specifications

This is the preferred method of specifying materials, equipment and systems. A non-
proprietary specification shall be written either as (a) a generic performance specification
(preferred); or as (b) a specification naming a minimum of three manufacturers with model or
series numbers.

(&) A generic performance specification must be written to describe the required
characteristics, performance standards, capacities, quality, size or dimensions, etc. of the
item or system. A minimum of three manufacturers must be able to meet all requirements
shown in the specification. The specification shall not be contrived to exclude any of the
three manufacturers or to benefit any one manufacturer over any of the other
manufacturers. The performance specification shall not name manufacturers or brand
name products.

(b) A non-proprietary manufacturer/model number type specification must list at least three
manufacturers with their respective model numbers. Each of the listed
manufacturers/model numbers must have been determined by the A/E to meet the
specifications and be acceptable. If a named manufacturer pre-packages or pre-assembles
its item or system, the model number shall be specified. If the named manufacturer(s)
custom builds the item or system, naming of model numbers is not required.

The manufacturer/model specification must describe the required characteristics, performance
standards and capacities which will be used to determine equal products as allowed by
Section 26 of the General Conditions. Do not specify extraneous characteristics that do not
relate to the product’s performance or suitability for the project. If only two acceptable
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manufacturers can be found and documented by model number but other equal products are
acceptable if found by the bidder, the A/E may request permission from the Director, Division
of Engineering & Buildings, to list only those two manufacturers but consider equals if
proposed by the Contractor.

5.3.9.2 Proprietary Specifications

A specification is proprietary if it specifies a product / requirements which only one
manufacturer can meet but the product is available from multiple vendors or sources. Although
a proprietary specification should be avoided because it restricts competition, circumstances
such as space limitations, mandatory performance standards, compatibility with an existing
system, etc., may leave no other reasonable choice (see below).

Two typical situations that may require proprietary specifications are:

* when only two (2) manufacturers or suppliers provide an acceptable product or system,
when there are no equals and when no substitutions are allowed; or

* when there is only one (1) manufacturer but two or more vendors or suppliers can
purchase the material and compete to provide the product or system to contractors or
bidders.

Proprietary specifications may be used when the agency requests and receives, in writing,
authority from the Director of DEB to use a proprietary specification. Refer to Section 6.0.3.1
for Proprietary Procurement Procedures.

5.3.9.3 Sole Source Specifications

A specification is sole source when it names only one manufacturer or product to the exclusion
of others, or when it is contrived so that only one manufacturer, product, or supplier can satisfy
the specification. Because it eliminates all competition, it can be used only in the most
exceptional circumstances and under the strictest conditions. A product, piece of equipment or
service which is available only thru an area franchised vendor is also considered to be a Sole
Source item.

It is the policy of the Commonwealth of Virginia that contracts be awarded on a competitive
basis and that the use of a sole source procurement be limited to those instances where only
one source is practically available which will meet the specific requirements of the project.

Sole source procurement may be used when the Agency Head requests and receives in
writing, authority from the Director of DEB to use sole source procurement. Refer to Section
6.0.3.3 for Sole Source Procurement Procedures.

5.3.10 Virginia Manufactured Products

Pursuant to House Joint Resolution No. 3 of the 1984 Session of the General Assembly, when
brand and/or manufacturers names are specified and one or more of those named are known to
be Virginia-based vendors, manufactured products, and/or contractors, those known Virginia-
based vendors, products or contractors shall be listed prior to listing non-Virginia based firms.

5.3.11 Use of Standard or Guide Specifications
Guide specifications prepared with software (AIA MasterSpec, BSD SpecLink, ARCAT, and other
sources) complying with the CSI MasterFormat numbering system are acceptable for editing.

The A/E shall edit the guide specifications to include only the materials, requirements, and
procedures applicable to the project. Specifications which are submitted without editing will be
rejected as an incomplete submittal.

If Navy or CE guide specifications are used on a project, they shall be edited to delete references
to Military and Federal Specifications. References to the Contracting Officer should be changed to
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the Owner. Also, requirements for tests, inspections, visits to the manufacturer’s plant, etc. which
are not normally required for state projects shall be deleted.

5.3.12 Restrictive Specifications and Performance Requirements

5.3.12.1 Submittals Prior to Bid Receipt

The A/E shall not require samples, shop drawings, or similar materials to be submitted for
approval prior to receipt of bids. The specifications must contain sufficient information to
describe to the contractor and bidders the performance and quality standards that will be used
to evaluate the submittals.

5.3.12.2 Bidder Experience
Number of years of experience, or time in business, shall not be specified as a basis for award
of contract. This applies not only to contractors, but also to suppliers of equipment.

5.3.12.3 Prequalification of Special Systems

Complex and/or sensitive systems such as locking systems, detention equipment and security
control systems for prisons often require manufacturers with a proven history of reliable,
operable equipment in special situations with minimal malfunctions, as well as subcontractors
who are experienced installers of that manufacturer’s products. In such instances, the Agency
and A/E should develop the necessary documents to justify the use of proprietary products in
accord with Section 5.3.9.2 and prequalify the subcontractors in accord with Section 5.9.4. The
names of those prequalified shall be listed in the bid documents for use by all general contract
bidders.

5.3.12.4 Unproven Technology

Projects for the Commonwealth shall not be testing grounds for new type of materials or
equipment. However, the fact that a material is newly-developed does not preclude its use if
documentation of independent laboratory tests clearly show that the material will meet the
applicable requirements for the project. The DEB Director may, where justified, authorize use
of a new material, equipment or system for a particular project on a trial basis for
observation/evaluation. The Agency will be required to closely monitor the installation for
compliance with manufacturer’s instructions, conduct periodic inspections and report
inspection results to DEB.

5.3.13 Phraseology

Specifications must clearly indicate the requirements for the project. The following instructions are
intended to reduce common errors and conflicts that may result in change orders evolving from
interpretations of the specifications.

1. Under “Requirements”, do not say “the Work consists of ...”. Drawings should show the entire
scope of the Work. If necessary to list certain parts, say “Generally, the Work includes...”

2. Inlieu of reference to the accompanying drawings, use the words “as shown”, “as indicated”,
“as detailed” or “as approved by ...,” “as directed by .....,” “as permitted by......".

3. There are two parties to the Construction Contract: (1) the Agency or Owner for whom the
Work will be performed and (2) the Contractor who has the responsibility to the Owner for all
Work in the Contract. Do not name which subcontractor will do the work (i.e., the plumbing
contractor, the earthwork contractor, etc.). The Contractor is responsible for determining the
packages of work for each subcontract.

4. Do not use “etc.” This term is too indefinite for bidding and inspection purposes.

5. Minimize the use of cross references and in no case use paragraph numbers for this purpose.
If necessary to refer to a particular paragraph, do so by its section number and title (e.g.
Section 03300, Cast-in-Place Concrete).
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6. Do not set up a paragraph in the various sections entitled “Work not Included.” Describe the
work that is included under the respective sections.

7. Specifications should clearly delineate air conditioning ducts, heating ducts and piping
systems which are required to be insulated. The phrase “insulating all ducts except in
conditioned spaces” has resulted in differences of opinion and claim situations. All duct
systems should be appropriately designated as supply, exhaust, outside air intake, transfer,
relief, or return and further clarified by stating insulating requirements.

8. Do not confuse any and all; “Correct any defects” should read “correct all defects”.

9. Do not confuse either or both; e.g., “Paint sheet metal on either side” should read “Paint sheet
metal on both sides”. “Either” implies a choice.

10. Do not confuse “or” and “and”; e.g., “The equipment shall not have defects in workmanship
and material.” The use of “and” in this sentence indicates both requirements must be met.

e.g. “Additives that decrease strength or durability are not permitted.” The use of “or” implies
either condition would disqualify the additive.

11. Do not use “and/or”. The courts have considered this phrase to be intentionally ambiguous
and, therefore, claims are often rendered in favor of the Contractor.

12. Use statements that are definite and contain no ambiguous words and phrases.

13. “Remove” implies to take away from its current location. If “remove” is used, the A/E must also
indicate whether to dispose of, salvage or re-install the material “removed”.

14. “Reinstall” implies put existing back in indicated place. If “reinstall” is used, the A/E must also
indicate that the Contractor must carefully remove the item, properly store it, and then
“reinstall” the item at the appropriate time.

15. “Replace” implies removal of old material and furnish and install new material. The preferred
wording would be to “remove”..... and “provide”........

16. “Provide” is defined as “furnish and install’. When material or equipment is “furnished” by the
Agency directly or under other contracts for installation by the Contractor, the term, “install”
should be used; however, the Contractor may be required to “provide” foundations, fastenings,
etc. for the installation. If the word “install” is used alone, the Bidder or Contractor has a right
to assume, on the basis of the definition cited, that the Agency will “furnish” the materials in
qguestion.

5.3.14 Specifications on Removable Digital Media
The Agency may require the A/E to provide the Agency with one copy of the final completed
technical specifications including addenda on removable digital media.

5.3.15 Hardware Specifications and Schedules

Hardware specifications and schedules may be written to specify the applicable Builders
Hardware Manufacturer's Association (BHMA) / American National Standards Institute (ANSI)
standards and designations or the specifications and schedules may be written by specifying three
manufacturers and model numbers for each item. In either case the specifications must give
sufficient information of the type, size, function, finish, etc., for the vendor to know what is required
and for the A/E to evaluate the submittals.

5.3.16 Product Warranties
Specifications shall identify product warranties that differ from the standard manufacturer’s
warranty for the product.

5.4 COST ESTIMATES STANDARDS

Detailed descriptions and requirements for cost estimates are provided in Appendix E. A detailed cost
estimate consistent with the level of design is required from the A/E with each submittal. A Building
Cost Summary form shall be completed indicating the estimated cost of each system included in the
project. In addition to a printed copy of the Building Cost summary form and estimate backup/details,
provide an electronic copy of the completed Building Cost Summary with each estimate. The system
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guantity, system unit cost and unit cost per building square foot shall be shown on the form. Backup
estimating information, including quotes of estimated cost for major items of equipment or built-in
systems, shall accompany the Building Cost Summary form. An independent cost estimate is
required with the preliminary submittal. If the preliminary submittal is waived or not required,
the independent cost estimate shall be included in the working drawings submittal. On large
projects, where construction cost versus budget is in doubt, the Owner may elect to obtain an
independent cost estimate based on the final plans and specifications prior to bidding. All cost
estimates shall be submitted using ASTM Uniformat Il cost breakdown structure in form DGS-30-224
(Building Cost Summary form). ASTM Uniformat Il Classification Standard has been extracted, with
permission, from ASTM E1557-09 Standard Classification for Building Elements and Related
Sitework-UNIFORMAT II, copyright ASTM International, 100 Barr Harbor Drive, West Conshohocken,
PA 19428. A copy of the complete standard may be obtained from ASTM International,

www.astm.org.

5.4.1 Estimator Qualifications

Capital project estimate submissions must be prepared by professional cost estimators.
Certification as a cost engineer by the Association for the Advancement of Cost Engineering
(AACE), or as a certified professional estimator by the American Society of Professional
Estimators (ASPE), is supporting evidence of an estimator’s qualifications, although it is not
required.

5.4.2 Ethics
The standards of practice described in the Canons of Ethics published by the AACE and the
ASPE, and available on both their Web sites, apply to all estimating services.

5.5 DESIGN INITIATIONS / PRE-DESIGN CONFERENCE

The Agency shall arrange for a pre-design conference at DEB for all Capital Projects. Participants
should include the Agency's Capital Outlay/Construction Representative, the Agency Project
Manager, the DEB Review Team and the A/E's Project Manager and responsible designer in each
discipline (architect, civil, structural, mechanical, electrical and others if needed). Where the A/E and
the Agency Project Manager are both experienced in the CPSM process and the Agency determines
that a pre-design conference is not needed for the project, the Agency shall notify the DEB Director, in
writing, of the decision.

The purpose of the pre-design conference is to clarify to all parties involved the procedures, needs
and requirements for the particular project. Therefore, it may be beneficial to all for an A/E providing
services for the first time on state work to have the pre-design conference before the fees and terms
of the A/E Contract are finalized.

The following is a sample of topics that may be included in the pre-design conference agenda:
e Project Code and Project Name
Introduction of Attendees
Role of DEB
Authorized Communications
Design not to exceed Budget (Project construction budget)
Clarification / Resolution of Budget Development Comments
Proposed Design Schedule
Schedule requirements for design and for occupancy
Project Delivery (DBB, CM, DB, Prequalification of Contractors, JOC)
Codes and References
o CPSM- Requirements of the Manual related to the Public Procurement Act,
Chapters 4-7 of the Manual, Appendices
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VUSBC- Applicable building code and building code part (VCC, VEBC)
2010 ASAD- Applicable accessibility standards
VECC- Compliance with the Virginia Energy Conservation Code
HPBA- Applicability of the High Performance Buildings Act
Reviews
Required Reviews (SC, PD, WD)
Technical Review Disciplines (Architectural, Fire Safety, Civil/Structural,
Mechanical, Electrical)
o Cost Reviews for Pool Projects
Electronic Document Submittals (EDR) and Appendix S
Submittal Contents (Basis of Design Narratives, Drawings, Project Manuals,
Calculations, Cost Estimates)
Intent of Review Comments & AE Responses
Waivers and Code Modifications (email to capout@dgs.virginia.gov)
Value Engineering
Other Regulatory Reviews (AARB)
Shop Drawing Reviews (fire alarm, fire suppression, access control)
o Role of State Fire Marshal
e Project Manual
o Generic Performance Specification or minimum of three (3) manufacturers with
their respective model numbers
o Sole Source / Proprietary Specifications
o Use of Standard CO Forms and Formats
o Geotechnical data
e Project Scope to include:
o Calculated square footage vs. CO-2
o Functional layout requirements
o Type of occupancy and activities to be housed
o Capacity requirements of spaces and/or building
e Design Approach
o Site particulars and requirements
Location of Projects in flood-prone areas
Type of construction or materials required
Group
Occupant load calculations based on function of space
Delegated Design
Exterior finish or appearance requirements
Interior finish requirements
Style and character of building desired
Special considerations such as expansion
Spray foam insulation and NFPA 285 compliance
Floor and Roof Live Load, Wind Load, and Seismic Criteria
Special HVAC or environmental requirements
Fuel Analyses & Selection
Special electrical power or lighting requirements
Fire Safety systems — fire suppression and fire alarm
Special locking requirements
In-Building Emergency Communications Coverage
Electrical Coordination Analyses requirements
o Commissioning — identify required systems
e A/E's questions and clarifications

e DE
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5.6 SCHEMATIC DESIGN/PROJECT CRITERIA

5.6.1 General Requirements for Capital Projects

Unless waived by the CO-2 Action Wording, a schematic design/project criteria submittal shall be
made to DEB for review, usually within 120 days after the effective date of the Acts of Assembly
(also referred to as the Appropriations Act) containing the project. The purpose of the schematic
submittal is to further develop data, detail and scope including schematic plans, as well as verify
the data and program contained in the Capital Project Request. The project scope established by
the schematic design, as agreed to by the Agency and the A/E and as approved by
DEB/DGS/DPB, shall become a part of the A/E Contract as further definition of the scope
described in the Capital Project Request data.

The schematic submittal shall include an updated/current project scope profile, or a listing of the
assignable rooms and spaces, which was used as the basis for development of the schematic
design.

A schematic review meeting with DEB reviewers may be requested by the Agency after the review
is completed to assist in verifying the design and program approach, the systems proposed for the
project and/or to resolve issues raised by the review of the schematic submittal.

All review issues must be resolved before the A/E is authorized to proceed with the preliminary
design.

5.6.2 Schematic Submittal Requirements
Submit the following:

1. Basis of Design Narrative

2. CR-2 Form

3. A/E Project Cost Estimate

4. Schematic Drawings

5.6.2.1 Basis of Design Narrative
The schematic design shall include a Basis of Design Narrative in accord with Appendix D.

5.6.2.2 CR-2 Form

For pool projects, a completed CR-2 form shall be submitted as part of the Schematic
submittal indicating, in sufficient detail, construction costs (detail provided in A/E estimate),
soft costs, delivery method, anticipated bid date, anticipated construction duration, project
square footage, and all anticipated project funding sources.

5.6.2.3 Schematic Cost Estimate
The A/E shall prepare a schematic design estimate in accordance with Section 5.4.

5.6.2.4 Schematic Drawings

5.6.2.4.1 Title Sheets

1. Project Identification: Agency, Project Code Number, Appropriation Act Title
Activity or function(s) to be performed in the facility

Edition (year) of the VUSBC on which the design is based.

Applicable accessibility standards.

VCC Construction Type.

(Use) Group(s) per VCC. For mixed-use occupancies, indicate which Groups are
separated and non-separated.

ook wN
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10.
11.

12.
13.
14.
15.

16.
17.

Other major code(s) used as a basis for design.

Indicate if High Performance Buildings Act is applicable.

Identify the applicable Virginia Energy Conservation Code Compliance Statement
(Refer to Section 6.1.5) .

Location and vicinity maps noted to show project location.

Tabulation of GSF per floor (new and renovated), total GSF (all floors - new and
renovated), total building volume.

Tabulation of “Building Area” per VCC definition (per story).

Tabulation of units: Number of parking spaces, auditorium seats, bedrooms etc.
Design occupant load for each level and total for the building.

Index of drawings.

The uniform date of the completed schematic design documents.

Statement documenting whether the local emergency public safety personnel
utilizes public safety wireless communications.

5.6.2.4.2 Architectural Drawings
The following drawings shall be included as a minimum:

1.

ogarwnN
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Architectural Floor plans of each floor showing space names, nhominal room sizes,
and circulation paths

Architectural Roof plan showing roof slopes and drainage

Longitudinal building section with floor to floor and floor to ceiling dimensions
Transverse building section

Exterior elevations

Structural plan of a typical supported floor framing scheme and a typical section
showing the proposed components of the floor system

Orientation and approximate location of proposed roads, walks and parking on a
site plan

The rooms and spaces to be protected by any proposed fire suppression system
(including clean agent) and the proposed locations of the major fire suppression
system components.

Any other information that is of value to the Agency and the Architect/ Engineer
reviewing the project.

5.6.2.4.3 Fire Protection Information Plan
Provide the following as a minimum:

1.

2.

Indicate whether or not the building will be equipped with fire protection sprinkler
system and/or fire detection/fire alarm systems.

Design occupant load(s), including the number of occupants to be accommodated
in each space. The determination for the occupants is based on the use and
function of the spaces.

Indicate paths for means of egress, paths of exit access, travel distances to exits
and common paths of travel. Indicate specific locations where access controls or
security locking systems will be provided within means of egress paths.

Identify projects that will have partial or phased occupancy.

Indicate fire-resistance rating(s) of all proposed assemblies. Completely show the
continuity of the rated assemblies using reference symbols.

5.6.2.4.4 Verification of Existing Conditions
The A/E shall visit the site and ascertain pertinent local conditions which must be
addressed in the design. As part of the required services, it is the A/E’s responsibility to
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verify, by on-site observations of applicable existing buildings, the configurations, locations,
dimensions, sizes and conditions accessible for verification. Certain assumptions are made
regarding existing conditions in the remodeling and or rehabilitation of an existing building.
Some of these assumptions may not be verifiable without additional exploration or
investigation of the building or site. To minimize the risk during construction of uncovering
conditions that are not as shown on the documents and delaying project progress, the
Agency should consider and evaluate the advice of the A/E to conduct additional
investigation, verifications or checks to verify.

5.7 PRELIMINARY DESIGN (DESIGN DEVELOPMENT PHASE)

5.7.1 General Requirements for Capital Projects

Based on the previous approvals and direction, the A/E shall prepare the preliminary design
consisting of drawings and other documents to fix and describe the size and character of the
entire project as to exterior appearance; foundation, structural, mechanical, and electrical system;
materials; and such other essentials as may be appropriate. The A/E shall have visited the site
and ascertained pertinent local conditions required to be addressed in the submittal. If any change
from the information submitted at the schematic stage relating to the mix or amount of space
occurs, the agency shall submit new information in the format of an updated/current project scope
profile, or a listing of the assignable rooms and spaces which was used as the basis for
development of the preliminary design.

The submittal documents along with the review comments and the agreed upon resolutions of the
comments shall be the basis of the approval for the A/E to prepare the working drawings.

5.7.2 Preliminary Submittal Requirements
Submit the following:

Basis of Design Narrative

CR-2 Form (pool projects)

A/E Project Cost Estimate.

Independent Cost Estimate

HVAC Systems Life Cycle Cost and Energy Analysis
Fuel Source Life Cycle Cost and Energy Analysis
VE Study and recommendations, if applicable
Geotechnical Report

Calculations

0. Preliminary Drawings

BOONOOMWDNDE

5.7.2.1 Basis of Design Narrative

The narrative shall describe the project scope, the functional and operational criteria to be met,
the justification for the decisions or choices made and any proposed deviations from the
standards required by the Manual. See Appendix D.

5.7.2.2 Not Used

5.7.2.3 CR-2 Form

For pool projects, a completed CR-2 form shall be submitted as part of the preliminary
submittal indicating, in sufficient detail, construction costs (detail provided in A/E and
independent cost estimates), soft costs, delivery method, anticipated bid date, construction
duration, project area calculated in accord with form DGS-30-219 and all project funding
sources.
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5.7.2.4 A/E Preliminary Cost Estimate
The A/E shall prepare a preliminary design estimate in accordance with Section 5.4.

5.7.2.5 Independent Preliminary Cost Estimate
The Agency shall submit an independent preliminary design estimate in accordance with
Section 5.4.

5.7.2.6 VE Study
Submit a value engineering study and agency recommendations in accord with Section 5.14.

5.7.2.7 Geotechnical Report
Submit a geotechnical report that includes boring logs, geotechnical analysis and foundation
design recommendations.

5.7.2.8 Calculations

Submit one copy of calculations for each discipline. Indicate design criteria, loadings,
assumptions, evaluations and comparisons of alternative systems, cost factors and other
considerations which support the systems selected and shown on the drawings.

5.7.2.8.1 HVAC Systems Life Cycle Cost and Energy Analysis
See Appendix .

5.7.2.8.2 Fuel Source Life Cycle Cost and Energy Analysis
See Appendix I.

5.7.2.9 General Requirements for Preliminary Drawings
Preliminary drawings shall include the following information unless such information is not
applicable to the project:

5.7.2.9.1 Title Sheets

Project Identification: Agency, Project Code Number, Appropriation Act Title.

Activity or function(s) to be performed in the facility

Edition (year) of the VUSBC on which the design is based

Part of the VUSBC (Part | VCC or Part Il VEBC) on which the design is based.

For designs based on Part Il (VEBC), classify work as repairs, alterations (clarify Level

1 or Level 2), change of occupancy, addition, historic building or moved building.

Applicable accessibility standards.

VCC Construction Type.

(Use) Group(s) per VCC. For mixed-use occupancies, indicate which Groups are

separated and non-separated.

9. Other major code(s) used as a basis for design.

10. Asbestos Disclosure Statement and Lead Disclosure Statement.

11. The applicable High Performance Buildings Act Compliance Statement (Refer to
Section 6.1.3.2)

12. The applicable Virginia Energy Conservation Code Compliance Statement (Refer to
Section 6.1.5)

13. Maximum VCC occupancy for each level and total for the building.

14. Location and vicinity maps noted to show project location.

15. Tabulation of GSF per floor (new and renovated), total GSF (all floors - new and
renovated), total building volume.

16. Tabulation of “Building Area” per VCC definition (per story).

17. Tabulation of units: Number of parking spaces, auditorium seats, bedrooms etc.

arwdOE
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18. Statement for exception to providing Baby Changing Facilities, if applicable (Refer to
Section 4.4.3)

19. Building purpose / occupancy.

20. Design occupant load for each level and total for the building.

21. Index of drawings.

22. The uniform date of the completed preliminary design documents.

23. Agency approved Delegated Design list

24. Structural Observations: State N/A or list the specification sections that require
Structural Observations. (Refer to Section 5.15.4.)

25. Statement documenting whether the local emergency public safety personnel utilizes
public safety wireless communications.

5.7.2.9.2 Site Drawings
Submit a site/improvement plan & composite utility plan for new construction and additions.
The site plan shall be based upon an approved comprehensive Master Plan.

Plan scale and north arrow.

New and existing elevation contours affected by the work.

Floor and contour elevations.

Applicable boundaries with survey computations.

Dimensioned relationship of new work to boundaries and existing structures.

FEMA floodplain designation(s). Show floodplain boundaries. Show the base flood

elevation for sites in the 100-year or 500-year floodplain.

7. Location of test borings.

8. Location and quantities of general and accessible parking spaces.

9. Accessible routes.

10. Pedestrian traffic routes.

11. ltems to be demolished: structures, walks, utilities, trees, etc.

12. Proposed landscaping (planting materials).

13. Existing and new utilities: storm drainage, sanitary sewers, water distribution, fuel gas
distribution, building utility distribution pipes and tunnels, electric and telephone poles
and lines, hydrant locations, and data on fire flow test, etc.

14. Site improvements such as fencing, lighting, etc.

15. Typical paving section for proposed types/thicknesses.

16. Identify/show special earthwork recommended and construction considerations noted

in geotechnical report.

oA wWNE

5.7.2.9.3 Demolition Drawings
For interior demolition:

1. Identify items to be removed;

2. Asbestos Disclosure Statement;
3. Lead Disclosure Statement.

For total building demolition:

Floor plans showing building size;

Description of existing material /construction to be removed;
Elevation (drawn or photographic) of building;

Asbestos Disclosure Statement;

Lead Disclosure Statement.

arwbdE

5.7.2.9.4 Architectural Drawings
1. Floor Plans (for each floor)
a. Plans of each floor at 1/8" = 1'-0" scale, minimum
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Subsurface construction (dotted in)
Distinguish new work from existing construction
Building Cross Sections (Scale: 1/16"=1"-0"minimum)

b. Overall dimensions

C. Space names and numbers

d. Relationship of new work to existing spaces

e. Distinguish new work from existing construction

f. Identification of openings, entrances, delivery areas (including door numbers)

g. Identification of accessible routes accessible building entrances, and Areas of
Refuge

h. Calculations to support the indicated design occupant load on a use and function
and floor by floor basis. Include the design occupant load for the function of each
room and space in accord with VCC Section 1004.

i. Plan scale and north arrow

Roof Plan

a. Existing and proposed roof drains.

b. Means of secondary (emergency) roof drainage

C. Indicate direction of roof slope with arrows, high to low: 1/4" per 1'-0" min.to

drains (unless waived for reroofing).

d. Existing and new equipment.

e. Roof penetrations and structures.

f. Expansion joints

g. Access to roof

h. Identify materials of existing roofs and new roofs.

Exterior Elevations (Scale 1/8" = 1'-0" minimum)

a. Openings: windows (including operable notation), doors, louvers, vents

b. Percentage of glass vs. gross wall area (per elevation and/or exposure)

C. Floor elevations

d. Identification of all major finishes

e. Stairs, ramps, and railings

f. Rooftop equipment and structures

g. Expansion and control joints

h. Grade at the face of the building wall

i.

J-

a. One longitudinal and one transverse section, minimum

b. Indication of floor elevations

C. Indication of ceilings in relation to floors

d. Method and extent of insulation of exterior envelope

Wall Sections (Scale: 3/4" = 1'-0" minimum)

a. One section for each type of wall construction

b. Identification of materials and components

C. Identification of insulation type including “R” value

d. Identification of air barrier and moisture barrier

Finish Schedule

a. May be included in the Basis of Design narrative or on drawing. Indicate
proposed finishes for all spaces. Note those existing finishes to remain.

b. Give ceiling heights of interior spaces.

5.7.2.9.5 Furnishing/Equipment Drawings
1. Show equipment to approximate scale.
2. Show furniture and built-in furnishings to scale.

5.7.2.9.6 Structural Drawings
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11.

Provide Live Loads, Snow Loads, Wind Loads, and Seismic Criteria used for structural
design. Refer to VCC Chapter 16. In the Seismic Criteria, also include the building
height, Hn and the fundamental period used, T.

Show design bearing / support capacity (soil bearing, pile capacity, caisson capacity)
for foundation system.

Provide the design lateral active and at-rest earth pressures, where applicable.
Provide Foundation Plan indicating type & tentative sizes.

Provide Foundation details of improved bearing strata and other special requirements.
Provide Floor Framing™ Plans of each level indicating type of system and tentative
member sizes/depths and column spacing.

Provide Roof Framing Plan.

Provide Typical Section(s) of framing identifying materials, thicknesses, and depths.
Provide Typical Section of floor system

Provide Details of connections to existing buildings, if applicable.

Identify elements of proposed lateral force resisting system.

5.7.2.9.7 Fire Protection Information Plan and Calculations
Provide the following as a minimum to demonstrate compliance with the code:

1.

2.

9.

10.

11.
12.

13.

Indicate type and extent of fire protection sprinkler system and fire detection/fire alarm
systems on the floor plans.

Tabulation of square footage per floor and total building area (per VCC definitions)
including new SF, existing SF to be renovated, other existing SF and total building
volume (cubic feet).

Indicate paths of means of egress, paths of exit access, travel distances and common
paths of travel. Indicate specific locations where access controls or security locking
systems will be provided within means of egress paths.

For projects that will have partial or phased occupancy, indicate locations and
construction of temporary barriers, fire resistance ratings of temporary barriers,
locations of temporary exit signage, locations of temporary means of egress
emergency lighting and the temporary exit access patterns at each floor for each
substantially completed phase.

Indicate rating of all fire resistance-rated assemblies, smoke barriers and smoke
partitions.

Completely show the continuity of vertical fire resistance rated assemblies, with
reference symbols. Distinguish new walls from existing walls and new construction
from existing construction.

Identify the extent of horizontal fire-rated floor/ceiling and roof/ceiling assemblies, with
reference symbols.

Provide drawings that clearly define the locations and extent of the application of
applied fire resistant materials.

Define the UL design assemblies specific to the respective locations and application of
applied fire resistant materials.

Indicate whether the building is designated as an “essential facility” for purposes of
compliance with seismic and snow provisions in VCC Chapter 16.

Indicate the seismic design category.

Calculations in support of the indicated Construction Type, based on Group, allowable
height and allowable area, and permitted or required height and area modifications.
Calculations to demonstrate and support the indicated capacity of the egress
components throughout the building.

5.7.2.9.8 Fire Suppression Systems - Sprinklers / Standpipes
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If the project delivery method is one that will require early release packages for phased
permitting, refer to specific requirements outlined in Appendix C.

5.7.2.9.9 Fire Suppression Systems — Alternate Automatic Systems
If the project delivery method is one that will require early release packages for phased
permitting, refer to specific requirements outlined in Appendix C.

5.7.2.9.10 Reserved

5.7.2.9.11 Fire Pumps
If the project delivery method is one that will require early release packages for phased
permitting, refer to specific requirements outlined in Appendix C.

5.7.2.9.12 Reserved

5.7.2.9.13 Fire Detection and Fire Alarm Systems
. If the project delivery method is one that will require early release packages for phased
permitting, refer to specific requirements outlined in Appendix C.

5.7.2.9.14 Smoke Control Systems

With the submission of preliminary design documents, the Agency and the A/E shall
develop and submit a preliminary “Rational Analysis” (a detailed design report) to DEB for
review and approval. Refer to Section 5.8.6.9.8 for detailed requirements.

5.7.2.9.15 Reserved
5.7.2.9.16 Reserved

5.7.2.9.17 Plumbing Drawings

1. Provide plans of each floor (with space humbers) noting fixture locations and types.
Indicate routing of main distribution lines with tentative sizes.

2. Provide riser diagrams for all piping systems.

3. Provide location of water supply and distribution, sanitary drainage, storm drainage,
and sprinkler services to the building.

4. Provide plumbing fixture schedule.

5. Provide location, sizes and types of water heaters/ heat exchangers, Storage Tanks,
flues, etc.

6. Provide fuel gas piping layout and connected load, if applicable.

5.7.2.9.18 Mechanical (HVAC) Drawings

1. Provide plans of each floor (with space numbers) showing single line duct layouts,
tentative air (supply, return, exhaust) quantities, equipment locations, and layouts and
general routing of heating/cooling piping.

2. Provide equipment schedules with tentative sizes, capacities, ID #, features, etc.

3. Indicate locations and sizes of fans, pumps, compressors, air handling equipment,
dampers, etc.

4. Provide preliminary layout and elevation of equipment room and/or central system
showing configuration, tie-ins, etc. as necessary to describe system.

5. Provide central heating or cooling plants, distribution piping, equipment.
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5.7.2.9.19 Electrical Drawings

(Power and lighting plans (with space numbers) may be combined if submittal clearly

conveys required information.)

1. Lighting plans for each floor showing approximate fixture location, type, and lighting
level required (in foot-candles).

2. Power distribution plans showing location of incoming service, generators, and
panelboards.

3. Show interface points for communications, fire alarm, EMCS and other pertinent
systems.

4. Floor plans showing proposed locations for receptacles, telephone outlets and
switches.

5. Itis the A/E’s responsibility to contact the utility company during development of the
project design in order to determine the available fault current at the project site.

6. Provide the following for fire alarm systems:
a. Indicate locations of the fire alarm system alarm-initiating and notification

appliances.

b. Indicate locations of the fire alarm control and trouble signaling equipment.

7. Floor plans showing proposed locations for In-Building Emergency Communications
infrastructure.

5.8 WORKING DRAWINGS (CONSTRUCTION DOCUMENTS PHASE)

5.8.1 General Requirements for Capital Projects

The A/E shall visit the site as necessary to ascertain pertinent local and site conditions. Based on
the preliminary plans (Design Development Documents) including the review and the value
engineering comments and resolution thereof, the A/E shall prepare the working drawings and
specifications. The working drawings shall set forth in detail the requirements for the construction
of the entire project and include the applicable bidding information. The A/E shall assist in the
preparation of the bidding forms, the Special Conditions of the Contract and the Contract Between
Owner and Contractor, CO-9.

Specifications and drawings for any type of built-in equipment must be submitted with the working
drawings for the building, whether or not such equipment is to be procured under another contract,
in order that such work can be coordinated and bid on at the same time.

If any change from the information submitted at the preliminary design relating to the mix or
amount of space is made, the Agency shall submit the revised information including justification,
legislative approval, or other documentation related to the change.

The A/E shall include on the working drawings and in the specifications all necessary information
to describe the components for the fire-resistive rated construction assemblies and fire protection
systems needed to provide the necessary fire integrity of the structure for compliance with all
applicable governing Codes.

5.8.2 Cost Estimate

The A/E shall submit a detailed Cost Estimate in conformance with the requirements of Section
5.4 and Appendix E - Cost Estimate, and advise the Agency of any adjustments to previous
statements of estimated construction cost. The A/E shall submit a signed Building Cost Summary
Sheet with the estimated cost of work covered by the working drawings and specifications and
square footage of the proposed building data completed. If this data varies significantly from that
shown on the Preliminary Cost Estimate, the A/E will attach an explanation to the working drawing
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Cost Estimate. For large projects, the Agency may choose to have an independent cost estimate
made using copies of the working drawings and specifications. This may be beneficial in
determining if the project is likely to be within budget and in determining sufficient clarity and detail
of the documents for bidding.

5.8.3 Permits and Utilities

The A/E shall assist the Agency in filing the required documents for approval of authorities having
jurisdiction over the project. If the Contractor will be required to interface with, coordinate with, or
obtain inspection or approvals from any local authority or utility, the requirements and the name
and address of such entity shall be shown in the documents.

5.8.4 Calculations

Calculations must be organized, indexed, numbered and submitted for each discipline involved.
Design calculations shall identify assumptions, considerations and factors involved in the design
and support the design shown on the plans and specifications. Provide one copy of the completed
design calculations of each discipline to DEB and provide one copy to the Owner.

5.8.4.1 Structural Calculations

Calculations for every structural member are not required. Structural calculations for members
representative of the various types of structural elements should be submitted. If submitted,
computer printouts shall clearly indicate the individual member being analyzed or shall be
accompanied by diagrams labeled with member numbers corresponding with the printout. The
A/E shall be responsible for storing the complete set of calculations.

5.8.4.2 Plumbing Calculations

Include calculations for the following:

- Plumbing fixture counts

- Domestic cold water demand

- Domestic water heater and hot water storage sizing
- Primary and secondary roof drainage system sizing
- Sanitary demand

5.8.4.3 Fuel Gas Calculations
Include calculations for the following:
- Gas piping

- Flue vent sizing

5.8.4.4 HVAC Calculations

Include calculations for the following:

- HVAC building heat gain/loss

- Ventilation (outside) air per space

- Air distribution duct sizing and static pressure

- Equipment selections including but not limited to: fans, coils, chillers, boilers, pumps,
cooling towers

- Hydronic and steam piping expansion and anchoring

- Refrigerant system capacity and volume

- Fuel oil supply and storage sizing

5.8.4.5 Energy Conservation Calculations

Include calculations for the following:

- ASHRAE 90.1 compliance check (applicable where using ASHRAE 90.1 as the proposed
Virginia Energy Conservation Code compliance path)
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- Building envelope thermal resistance and U-values

5.8.4.6 Electrical Calculations

Include calculations for the following:

- COMCheck verification

- Demand load for all switchboard, panelboards and feeders to multiple loads in a tabular
form

- Voltage drop calculations

- Photometrics of emergency lighting along the entire path of egress, at the same scale as
the floor plan provided in the working drawings. NOTE: If egress paths are not indicated on
the plan, it will be assumed that the lighting levels for the entire room or area will need to
meet the required illumination levels required by the VCC.

5.8.5 Submittal Requirements

Working drawings shall be complete, coordinated, and ready for approval to bid. The working
drawings including the specifications shall bear a uniform date as described in this Manual. The
drawings shall consist of Architectural and Engineering drawings in such detail as to show clearly
the work to be performed. These drawings shall be planned to produce a set of plans with all
disciplines coordinated to describe the work required. Architectural and engineering details shall
be included on the drawings with cross references on both the plan and the detail sheets
designating specifically the location to which the particular detail applies. Do not include details
which do not apply to the particular project.

Submit the following:

1. Working Drawings

2. Project Manual (including front end documents, specifications, and appendices if applicable)
3. Updated A/E Project Cost Estimate

4. Calculations

5.8.6 Requirements for Working Drawings
Working drawings shall show or provide the following information:

5.8.6.1 General Requirements

Each drawing to be reproduced shall include:

Project Title,

Project location

The 11 digit state Project Code,

Drawing / Sheet Title,

Drawing / Sheet number (unique sheet number),

Name of the A/E,

Professional seal(s) of the responsible licensed professional(s) without signatures & dates,
The uniform date of the completed documents

NGO~ WNE

5.8.6.2 Title Sheet(s)

Project Identification: Agency, Project Code, , Appropriation Act Title

Activity or function(s) to be performed in the facility

Edition (year) of the VUSBC on which the design is based

Part of the VUSBC (Part | VCC or Part Il VEBC) on which the design is based.

For designs based on Part Il (VEBC), classify work as repairs, alterations (clarify Level 1 or
Level 2), change of occupancy, addition, historic building or moved building.

Applicable accessibility standards

VCC Construction Type

arwdpE

No
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8.

9

10.
11.

12.
13.
14.

15.
16.
17.

18.
19.
20.

21.
22.
23.
24.
25.
26.
27.
28.

29.

(Use) Group(s) per VCC. For mixed-use occupancies, indicate which Groups are
separated and non-separated.

Other major code(s) used as a basis for design

Asbestos Disclosure Statement and Lead Disclosure Statement

Dig Notice- add “Contact Miss Utility at 811, 1-800-552-7001, or
http://www.missutilityofvirginia.com no less than 72 hours prior to excavation and do not
disturb the soil until dig ticket has been processed.”

Points of Contact- Include owner representatives, construction managers, utilities, and
communications contractors as appropriate

The applicable High Performance Buildings Act Compliance Statement (Refer to Section
6.1.3.2)

The applicable Virginia Energy Conservation Code Compliance Statement (Refer to
Section 6.1.5)

Maximum VCC occupancy for each level and total for the building

Location and vicinity maps noted to show project location

Tabulation of GSF per floor (new and renovated), total GSF (all floors - new and
renovated), total building volume.

Tabulation of “Building Area” per VCC definition (per story)

Tabulation of units: Number of parking spaces, auditorium seats, bedrooms etc.
Statement for exception to providing Baby Changing Facilities, if applicable (Refer to
Section 4.4.3)

Building Purpose/Occupancy.

Design occupant load for each level and total for the building

Index of drawings

The uniform date of the completed construction documents

Final Delegated Design List (as approved by the Agency)

Design Live Loads for all floors

Professional seal(s) of the architect(s) and engineer(s) responsible for the design.
Structural Observations: When required by the VCC, list the specification sections that
require Structural Observations as determined by the Agency’s structural observer. (Refer
to Section 5.15.4.)

Statement documenting whether the local emergency public safety personnel utilizes
public safety wireless communications.

5.8.6.3 Site Drawings
Site/improvement plan & composite utility plan minimum for new construction and additions;
shall be based on an approved comprehensive Master Plan.

oggrwnNE

10.
11.
12.
13.

Provide scale and north arrow.

Provide new and existing contours affected by work.

Provide floor and contour elevations.

Provide applicable boundaries with survey computations.

Provide dimensioned relationship of new work to boundaries and existing structures.
FEMA floodplain designation(s). Show floodplain boundaries. Show the base flood
elevation for sites in the 100-year or 500-year floodplain.

Indicate location of test borings.

Indicate general parking and handicap parking.

Indicate handicap accessible routes

Indicate pedestrian traffic routes.

Indicate demolitions: structures, walks, utilities, trees, etc.

Indicate proposed landscaping (planting materials)

Indicate existing and new utilities: storm sewers, sanitary sewers, water supply, gas,
steam distribution pipes and tunnels, electric and telephone poles and lines, and hydrant
locations with data on fire flow test.
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14. Indicate site improvements such as fencing, lighting, etc.
15. Provide typical paving section of each type and thickness required.
16. Indicate special earthwork recommended and construction considerations noted in soils

report.

5.8.6.4 Demolition Drawings

For total building demolition:

1. Provide plan of building with length & width dimensions,

2. Provide elevations (drawn or photographic) and cross section of building to be demolished,
3. Provide details of termination of demolition, underpinning, etc.

4. Provide Asbestos and Lead Disclosure Statements

For interior / selective demolition:
1. Provide floor plans showing existing partition, etc., and showing or describing existing
material and construction to be removed

2.
3.

Provide information or estimates for bidding for work to be removed.
Provide Asbestos and Lead Disclosure Statements

5.8.6.5 Architectural Drawings
1. Floor Plans (for each floor)

I
J.

K.

> @rooooTp

Plans of each floor at 1/8" = 1'-0" scale, minimum

Overall dimensions

Space names and numbers

Relationship of new work to existing spaces

Distinguish new work from existing construction

Identification of openings, entrances, delivery areas (including door numbers)
Identification of accessible routes accessible building entrances, and Areas of
Refuge

Calculations to support the indicated design occupant load on a use and function
and floor by floor basis. Include the design occupant load for the function of each
room and space in accord with VCC Section 1004.

Plan scale and north arrow

Indicate demolition on the architectural plans or separate plans.

Fully dimension all spaces and components of the design

Expansion joints

2. Reflected Ceiling Plans

~poooTw

Ceiling tile / grid layout and ceiling height(s)
Lighting fixture locations

Sprinkler head locations

HVAC diffuser and grille locations

Coffers, drop soffits, changes in height or materials
Expansion joints

3. Roof Plan and Details

a.
b.
c.

d
e.
f.
g
h
I

Existing and proposed roof drain.

Means of secondary (emergency) roof drainage

Indicate direction of roof slope with arrows, high to low: 1/4" per 1'-0" min. to drains
(unless waived for reroofing)

Crickets in low slope roofs

Existing and new equipment.

Walk pads to and around equipment

Roof penetrations and structures

Expansion joints

Access to roof and guards
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Identify materials of existing roofs and new roofs
Thermal insulation R value
Fully dimension

. Typical roofing section identifying materials

Edge and transition details
Flashing details at all penetrations

4. Exterlor Elevations (Scale 1/8’=1’-0" minimum)

T T S@TmeooTw

Openings: windows (including operable notation), doors, louvers, vents
Percentage of glass vs. gross wall area (per elevation and/or exposure)
Floor elevations

Identification of all major finishes

Stairs, ramps, and railings

Rooftop equipment and structures

Expansion and control joints

Grade at the face of the building wall

Subsurface construction (dotted in)

Distinguish new work from existing construction

5. Bwldlng Cross Sections (Scale: 1/16"=1"-0" minimum)

a.
b.
c.
d.

One longitudinal and one transverse section, minimum
Indication of floor elevations

Indication of ceilings in relation to floors

Method and extent of insulation of exterior envelope

6. Wall Sections and Enlarged Plans / Details
(Scale: 3/4" = 1'-0" minimum at Wall Sections, ¥2"=1’-0" minimum at Enlarged Plans)

a.

b
c.
d.
e

-

g.

One section for each type of wall construction, fully noted and dimensioned
Identification of materials and components

Identification of insulation type including “R” value

Identification of air barrier and moisture barrier with details at transitions

Enlarged details as required including at window heads, window sills, door heads,
transitions between materials, cornices, and parapet walls.

Enlarged partial floor plans for each stair and elevator at each floor and one section
with dimensions and details for each stair and elevator configuration, minimum.
Enlarged partial floor plans for each toilet room configuration, dimensioned and
noted to identify accessible fixtures

7. Finish Schedule

a.
b.
c.

Finishes for all spaces. Note those existing finishes to remain.
Ceiling heights of interior spaces.
Clarify finishes, textures, colors, etc., required to be provided by the Contractor

8. Door Schedule

b
c.
d.
e

Indicate size and material for each door and door frame

Indicate glazing size and material for each door and frame

Indicate fire resistance rating for each door and frame

Cross reference a specified hardware set for each door assembly

Provide door type elevations, frame details, head details, threshold details, and
access control details

5.8.6.6 Furnishing/Equipment Plans

1. Provide outline of equipment to scale.

2. Provide outline of built-in furnishings to scale.

3. Provide elevations, sections and details as necessary to describe built-in equipment,
casework and furnishings included in the Work of the contractor.

4. ldentify accessible built-in furnishings and equipment.

2022 Edition ¢ Construction and Professional Services Manual ¢ Revision 0 ¢ 08/01/22

134



5.8.6.7 Structural Drawings

1.

7.
8.
9

10.
11.

12.

Unless indicated otherwise below, the structural drawings shall provide complete details of
all structural components so that no additional structural design will be required for the
preparation of shop drawings except for standard connection details and fabrication
calculations.

Indicate design live loads, snow loads, wind loads, and seismic criteria used for design of
structural systems per VCC Chapter 16. In the Seismic Criteria, also include the building
height, Hn and the fundamental period used, T.

Indicate design bearing / support capacity (soil bearing, pile capacity, caisson capacity) for
foundation system.

Engineered design and details of engineered systems such as cast-in-place post-
tensioned concrete, precast concrete components, steel joists and joist girders, pre-
engineered metal structures, and shop / prefabricated wood components may be required
to be provided by the contractor. In this case, the structural drawings shall include
complete loading information as well as all other performance or size constraints for the
components.

Structural drawings shall include plans at the same scale as the architectural plans.
Details and sections shall be at a scale of not less than 3/4" = 1'-0”.

The plans, details and specifications shall completely define the structural system and
special conditions for the project.

Provide foundation plans indicating type & sizes.

Provide foundation details of improved bearing strata and other special requirements.
Provide floor framing plans of each level indicating type of system and member
sizes/depths and column spacing.

Provide roof framing plans.

Provide typical section(s) of floor and roof systems identifying materials, thicknesses, and
depths.

Provide details of connections to existing buildings, if applicable.

5.8.6.8 Special Structural Requirements
See Appendix Q for special drawing and specification checklists for:

NooRwWN P

Cast-in-place reinforced concrete
Cast-in-place post-tensioned concrete
Precast concrete components

Structural steel

Steel joists

Pre-Engineered metal structures
Prefabricated wood components systems.

5.8.6.9 Fire Protection and Fire Safety Systems

5.8.6.9.1 Fire Protection Information Plan and Calculations

Provide the following as a minimum to demonstrate compliance with the code:

1. Applicable edition of VUSBC and other applicable codes, including accessibility
standards.

2. (Use) Group(s) per VCC. For mixed-use occupancies, indicate which Groups are
separated and non-separated.

3. Construction Type per VCC.

4. Indicate type and extent of fire protection sprinkler system and fire detection/fire alarm
systems.

5. Tabulation of square footage per floor and total building area including new SF,
existing SF to be renovated, other existing SF and total building volume (cubic feet).

6. Tabulation of units: Number of auditorium seats, bedrooms, etc.
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10.

11.

12.

13.

14.

15.

16.
17.

18.
19.

20.

21.

22.

23.

Calculations to support the indicated design occupant load on a use and function, and
floor by floor basis. Include the design occupant load for the functions of the rooms and
spaces in accord with VCC Table 1004.5.

Indicate paths of means of egress, paths of exit access, travel distances and common
paths of travel. Indicate specific locations where access controls or security locking
systems will be provided within means of egress paths.

For projects that will have partial, phased occupancy, indicate locations and
construction of temporary barriers, fire resistance ratings of temporary barriers,
locations of temporary exit signage, locations of temporary means of egress
emergency lighting and the temporary exit access patterns at each floor for each
substantially completed phase.

Indicate rating of all fire resistance-rated assemblies, smoke barriers, and smoke
partitions.

Completely show the continuity of vertical fire resistance rated assemblies, with
reference symbols. Distinguish new walls from existing walls and new construction
from existing construction.

Identify the extent of horizontal fire-rated floor/ceiling and roof/ceiling assemblies, with
reference symbols.

Provide drawings that clearly define the locations and extent of the application of
applied fire resistant materials.

Define the UL design assemblies specific to the respective locations and application of
applied fire resistant materials.

Define the validation tests required for Special Inspections of applied fire resistant
materials in the project. See Section 5.8.6.9.10.

Indicate locations of all portable fire extinguisher cabinets

Indicate whether the building is designated as an “essential facility” for purposes of
compliance with seismic and snow provisions in VCC Chapter 16.

Indicate the seismic design category.

Calculations in support of the indicated Construction Type, based on Group, allowable
height and allowable area, and permitted or required height and area modifications.
Calculations to support the indicated design occupant load on a use and function and
floor by floor basis.

Calculations to demonstrate and support the indicated capacity of the egress
components throughout the building.

Provide a matrix that defines the “fire-resistance rating requirements” for building
elements (VCC Table 601) including exterior walls, fire walls, fire barriers, shaft
enclosures, fire partitions, smoke barriers and horizontal assemblies. Matrix shall
indicate the listed design assemblies proposed to achieve the required fire resistance
ratings. Include copies of each listed assembly.

Define the UL through penetration firestop assemblies for all utilities penetrating fire
rated construction.

5.8.6.9.2 Fire Suppression Systems - Sprinklers / Standpipes

Changes to the design during the construction phase of the project shall be submitted to
the Building Official for review and approval. It is the responsibility of the A/E to provide a
project specific design. Performance criteria do not meet the intent of this section.

Working Drawing Submission

Provide the following as a minimum to demonstrate code compliance:

1.

Identify the occupancy hazard classification and show the location of sprinklers for
each of the spaces on each floor within the buildings. The location of sprinklers are to
be based on the VCC, NFPA 13 and the user’s programmatic requirements with the
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6.
7.
8
9.
10.
11.
12.

13.
14.

understanding that the quantity, coverage, location and type of sprinkler are not to be
altered by the Contractor, without prior written approval by the A/E and the Building
Official.

Show the location of fire department valves and risers within the building. Indicate that
the fire department valves are attached to either a standpipe riser, combined standpipe
and sprinkler riser, or wet pipe sprinkler system risers. The locations of fire department
valves are to be based on the VCC, NFPA 13, NFPA 14 and the user’s programmatic
requirements.

Show proposed sprinkler piping and standpipe layout including the sprinkler mains
(including cross mains) within the building and layout of branch lines for the most
hydraulically demanding zone(s) on each floor of each sprinkler system. Indicate the
size of pipes that are shown.

Provide a table summarizing the characteristics of each of the sprinkler systems.
Define the type of sprinkler system(s), areas of coverage, hazard, minimum rate of
water coverage (density) per area, water required for each area of coverage, hose
stream allowances for each area, total water requirements for each area of coverage,
hydraulically calculated pressure requirements at a common reference point at design
flow for each area of coverage, and water supply (flow & pressure) available at the
common reference point.

Provide a small scale drawing showing locations of water hydrants, test and flow
hydrants (for waterflow tests), and routing of underground pipe. Indicate the waterflow
Test results, the date and time taken and who conducted the test. Indicate the water
supply (flow & pressure) at a reference point common with the sprinkler/standpipe
system design.

Show and identify all existing sprinkler systems and standpipe systems.

Show and indicate all new connections to existing systems.

Provide sprinkler riser diagram with appropriate fittings, accessories, sizes, alarms,
valves, etc., noted.

Show all system drains.

Show all inspector’s test station locations and associated discharge/ drainage piping.
Show the location of the fire department connection(s) with all interconnecting piping to
the sprinkler and standpipe systems.

Show the location and details of the fire pump, driver, fire pump controller, piping,
components and piping specialties.

Show the location of the fire pump test header and all interconnecting piping.

Show sprinkler head type, K-factor and temperature ratings.

Specifications

Provide the following as a minimum to demonstrate code compliance:

1.
2.

Provide complete specifications to reflect the systems that are defined on the drawings.
Provide wording in the specifications that indicate that the type of systems, the location
of major components, the quantity, type, coverage, location of sprinklers, and
modifications to the distribution system are not to be altered by the Contractor, without
prior written approval by the A/E and the Building Official. Changes to the design
depicted within the construction documents shall be submitted to the Building Official
for review and approval.

Provide a description of the acceptance testing requirements. Indicate which of the
acceptance tests are to be witnessed by the regional office of the State Fire Marshal.

Calculations

Provide the following as a minimum to demonstrate code compliance:
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1. Provide final hydraulic calculations for each sprinkler system and standpipe system.

2. The calculations shall demonstrate the performance of the system with an automatic
water supply for the most hydraulically demanding zone on each floor of the building
for each of the fire sprinkler systems compliant with NFPA 13 and NFPA 14.

3. The calculations shall also demonstrate the performance of the sprinkler and standpipe
systems as connected to the manual water supply (fire department pumper truck —
validate pumper truck performance with local fire department) by the fire department
connection and interconnecting piping compliant with VCC, NFPA 13 & NFPA 14.

Shop Drawings Review

Shop drawings (working plans, product data and calculations) are to be reviewed by the
A/E of record for compliance to the project contract documents and the code. At the
conclusion of the shop drawing review, the A/E of record shall:

1. Verify the Underwriters Laboratories (UL) listings and classifications for the materials,
components and equipment provided for this project result in a code compliant fire
suppression system.

2. Provide a “sealed” statement, attached to the reviewed shop drawings indicating that
the fire suppression shop drawings (working plans, product data and calculations)
satisfy the requirements of the project contract documents and the code (cite the
applicable NFPA Sections).

3. Provide the regional office of the State Fire Marshal a copy(s) of the approved
complete fire suppression shop drawings.

4. Provide DEB a copy of the “sealed” statement and a copy of the transmittal to the
regional office of the State Fire Marshal.

5. Refer to Section 4.6 for additional requirements.

Validation of the Fire Suppression Systems

Fire suppression systems are to be acceptance tested in accord with the requirements of
the code. The regional State Fire Marshal’s office shall observe the installed fire
suppression system and witness the fire suppression system performance tests. The A/E
and Contractor shall certify that the fire suppression system is complete.

5.8.6.9.3 Fire Suppression Systems — Alternate Automatic Systems

Changes to the design during the construction phase of the project shall be submitted to
the Building Official for review and approval. It is the responsibility of the A/E to provide a
project specific design. Performance criteria do not meet the intent of this section.

Alternate automatic systems include wet-chemical systems (NFPA 17A), dry-chemical
systems (NFPA 17), foam systems (NFPA 11 and NFPA 16), carbon dioxide systems
(NFPA 12A) and clean agent systems (NFPA 2001). Halon systems shall not be used in
the design of new fire extinguishing systems in state owned buildings.

Commercial cooking suppression systems shall either be: a pre-engineered automatic dry
and wet chemical extinguishing systems tested in accordance with UL 300, and labeled
and listed for the intended applications, or developed in accordance with one of the above-
referenced NFPA standards.

Working Drawing Submission

Provide the following as a minimum to demonstrate code compliance:
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9.

10.
11.
12.

13.
14.

Show and identify rooms / spaces / components to be protected by the proposed fire
suppression system.

Show the enclosure patrtitions (full and partial height) of the protected area.

Identify the locations of the major fire suppression system components.

Show the routing of the fire suppression system lines between the stored agent and the
dispersion nozzles within each of the protected spaces. Indicate sizes of pipes that are
shown.

Provide a table defining the type of fire suppression system(s), areas of coverage,
hazard, minimum required concentration of fire suppression agent, volume of agent
required for each area of coverage, total volume of agent for the areas protected by
this system.

Show and identify all existing fire suppression systems.

Show the location of all dispersion nozzles for all spaces/areas protected.

Show the locations and components of the automatic detection system and agent
releasing system. Define the specific locations for actuation devices.

Show the location of and define the interface requirements to connect to the building’s
fire alarm system.

Show the location of components for means of manually releasing of agent.

Location of controlled devices such as dampers and shutters

Provide fire suppression system riser diagram with appropriate fittings, fire suppression
agent storage tanks, accessories, sizes, alarms, valves, etc.

Show and indicate all new connections to existing systems.

Show the location of instructional signage.

Specifications

Provide the following as a minimum to demonstrate code compliance:

1.
2.

Provide complete specifications to reflect the systems that are defined on the drawings.
Provide wording in the Specifications that indicate that the type of system,
concentration requirements, quantity of agent required, location and type of dispersion
nozzles, location of major components and modifications to the distribution system are
not to be altered by the Contractor, without prior written approval by the A/E and the
Building Official. Changes to the design during the construction phase of the project
shall be submitted to the Building Official for review and approval.

Provide complete step-by-step description of the system sequence of operations
including functioning of abort and maintenance switches, delay timers, and emergency
power shutdown.

Provide a description of the acceptance testing requirements. Indicate which of the
acceptance tests are to be witnessed by the regional office of the State Fire Marshal.

Calculations

Provide the following as a minimum to demonstrate code compliance:

1.
2.
3.

4.

Complete calculations to determine enclosure volume and quantity of agent required.
Calculations to define the size of backup batteries

The method used to determine number and location of audible and visual indicating
devices.

The method used to determine number and location of detectors.

Shop Drawings Review
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Shop Drawings (working plans, product data and calculations) are to be reviewed by the
A/E of record for compliance to the project contract documents and the code. At the
conclusion of the shop drawing review, the A/E of record shall:

1. Verify the Underwriters Laboratories (UL) listings and classifications for the materials,
components, and equipment provided for this project result in a code compliant fire
suppression system.

2. Provide a “sealed” statement, attached to the reviewed shop drawings indicating that
the fire suppression shop drawings (working plans, product data and calculations)
satisfy the requirements of the project contract documents and the code (cite the
applicable NFPA Sections).

3. Provide the regional office of the State Fire Marshal a copy(s) of the approved
complete fire suppression shop drawings.

4. Provide DEB a copy of the “sealed” statement and a copy of the transmittal to the
regional office of the State Fire Marshal.

5. See Section 4.6 for additional requirements.

Validation of the Fire Suppression Systems

Fire suppression systems are to be acceptance tested in accord with the requirements of
the code. The regional State Fire Marshal’s office shall observe the installed fire
suppression system and witness the fire suppression system performance tests. The A/E
and Contractor shall certify that the fire suppression system is complete.

5.8.6.9.4 Reserved

5.8.6.9.5 Fire Pumps

Changes to the design during the construction phase of the project shall be submitted to
the Building Official for review and approval. It is the responsibility of the A/E to provide a
project specific design. Performance criteria do not meet the intent of this section.

Application of Fire Pumps in Fire Suppression Systems

A fire sprinkler/standpipe suppression System is to provide a reasonable degree of
protection for life and property from fire based on sound engineering principles, test data,
and field experience. One key component of the system is a reliable water supply of
acceptable volume and pressure. The connection of the fire suppression system to a public
water supply that is of acceptable volume and pressure is considered to be the most
“reliable water supply”. Where the building characteristics are such that the water supply
requirements of the designed fire suppression system cannot be provided by the available
water supply then the incorporation of an automatically controlled fire pump into the fire
suppression system, compliant with NFPA 20 Standard for the Installation of Stationary
Pumps for Fire Protection, shall result in an “acceptable water supply.” Sound engineering
principles are to be incorporated into the design of the fire suppression system to result in
the most reliable and acceptable water supply for the project.

Electrical Requirements

Fire pump electrical components and systems shall comply with the National Electric Code
(NFPA 70) section(s) on fire pumps. The power for fire pumps shall be from a service
which is both electrically and mechanically separate from the remainder of a building’s
power supply.
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Emergency Electrical Systems

Fire pumps are considered to be an emergency system and shall comply with the
additional electrical requirements of the National Electric Code (NFPA 70) section on
emergency power, where any of the following condition(s) occurs:

1.

2.
3.
4

The building is more than 75 feet in height.

The building has a total assembly design occupant load that exceeds 1,000 people.
The building is designated as an Emergency Shelter (VCC Section 1604.5).

Electric motor driven fire pumps are used and the height of the structure is beyond the
capacity of the fire department apparatus.

Working Drawing Submission

Provide the following as a minimum to demonstrate code compliance:

1.

2.

3.

No

10.

11.

12.

Show the location of the fire pump, pressure maintenance pump, pump controllers,
piping, components and piping specialties.

Provide details of the fire pump, pressure maintenance pumps, pump controllers,
suction piping, discharge piping, components and piping specialties.

Provide a table summarizing the water supply characteristics for the most demanding
area of each of the sprinkler systems supplied by the fire pump. Define the type of
sprinkler system(s), water flow and pressure requirements for each area of coverage,
hose stream allowances for each area, resulting total water flow and pressure
Requirements for each area of coverage, water supply (flow & pressure) available, fire
pump, resulting available water supply, resulting safety factor in psig for each sprinkler
system.

Provide a small scale drawing showing locations of water hydrants, test and flow
hydrants (for waterflow tests), and routing of underground pipe. Indicate the waterflow
test results, the date and time taken and who conducted the test. Indicate the water
supply (flow & pressure) at a reference point common with the sprinkler/standpipe
system design.

Show and identify all existing sprinkler systems and standpipe systems in the vicinity of
the fire pump(s).

Show and indicate all new connections to existing systems.

Show the location of the fire department connection(s) with all interconnecting piping
back to the fire pump.

Show the location of the fire pump test header and all interconnecting piping.

Show the location of the electrical components of the fire pump, driver, fire pump
controller and ancillary electrical components.

Show the location, size and routing of the conduits and conductors serving the fire
pump, driver, fire pump controller, and ancillary electrical components.

Provide details of the electrical components serving the fire pump, driver, fire pump
controller, piping, components and piping specialties.

Where multiple fire pumps or multiple sources of power are required, provide a
diagram on the drawings that defines all of the applicable components and defines the
sequence of operation.

Specifications

Provide the following as a minimum to demonstrate code compliance:

1.
2.

Provide complete specifications to reflect the systems that are defined on the drawings.
Provide wording in the specifications that indicate that the modifications to the fire
pump and ancillary components are not to be altered by the Contractor, without prior
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written approval by the A/E and the Building Official. Changes to the design during the
construction phase of the project shall be submitted to the Building Official for review
and approval.

3. Provide a description of the acceptance testing requirements. Indicate which of the
acceptance tests are to be withessed by the regional office of the State Fire Marshal.

Calculations

Provide the following as a minimum to demonstrate code compliance:

1. Provide hydraulic calculations that demonstrate that the most hydraulically demanding
zone(s) of the fire sprinkler system(s) is satisfied by the automatic water supply (water
supply plus fire pump) compliant with the requirements of NFPA 13, NFPA 14 and
NFPA 20.

2. Where the height of the structure is beyond the capacity of the fire department
apparatus, provide hydraulic calculations that demonstrate the performance of the
standpipe system(s) as connected to the automatic water supply (water supply plus fire
pump) compliant with the VCC, NFPA 13 & NFPA 14.

Existing Fire Pumps

Where an existing fire pump is to be used in the project, its performance and condition is to
be established and validated. This is to be accomplished by submitting a copy of the recent
report of the fire pump inspection, testing, and maintenance, compliant with the Virginia
Statewide Fire Prevention Code: Fire Pumps - Testing and Maintenance. This section
requires that fire pumps be inspected, tested, and maintained in accordance with NFPA
25. The current edition of NFPA 25 defines the parameters for the report. The performance
and condition of the fire pump is to be validated on an annual basis.

Shop Drawings Review

Shop drawings (product data, sketches and certified shop test pump curves) are to be
reviewed by the A/E of record for compliance to the project contract documents and the
code. At the conclusion of the shop drawing review, the A/E of record shall:

1. Verify the Underwriters Laboratories (UL) listings and classifications for the materials,
components, and equipment provided for this project result in a code compliant fire
pump system.

2. Provide a “sealed” statement, attached to the reviewed shop drawings indicating that
the fire pump shop drawings (product data, sketches and certified shop test pump
curves) satisfy the requirements of the project contract documents, the VCC and NFPA
20.

3 Provide the regional office of the State Fire Marshal a copy(s) of the approved fire
pump shop drawings.

4. Provide DEB a copy of the “sealed” statement and a copy of the transmittal to the
regional office of the State Fire Marshal.

5. See Section 4.6 for additional information.

Validation of the Fire Pump

The fire pump(s) is to be acceptance tested in accord with the requirements of the code.
The regional State Fire Marshal’s Office shall observe the installed fire pump and ancillary
components. The regional State Fire Marshal’s office shall witness the fire pump
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performance tests. The A/E and Contractor shall certify that the fire pump installation is
complete.

5.8.6.9.6 Reserved

5.8.6.9.7 Fire Detection and Fire Alarm Systems

The A/E shall provide complete project specific drawings and specifications that define a
code compliant fire alarm system. User’s programmatic requirements which may
supplement or provide additional levels of protection above the minimum requirements of
the code shall be included in the design. Changes to the design during the construction
phase of the project shall be submitted to the Building Official for review and approval. The
A/E shall assure that code compliant fire alarm Systems(s) are provided through the review
of the fire alarm shop drawings and the observation of the progress and quality of the work.
The A/E shall confirm that the fire alarm system(s) is complete and code compliant. It is the
responsibility of the A/E to provide a project specific design. Performance criteria do not
meet the intent of this section.

Provide the following as a minimum to demonstrate code compliance:

1. Locate and identify all fire alarm system alarm-initiating and notification appliances.

2. Locate and identify where protective covers are utilized with fire alarm system alarm
initiating and notification appliances.

3. Locate and identify all fire alarm control and trouble signaling equipment.

4. Locate and identify all existing alarm system alarm-initiating and notification
appliances.

5. Locate and identify all existing fire alarm control and trouble signaling equipment.

6. Locate and identify the interface requirements for all fire alarm system alarm initiating
devices provided by other trades such as HVAC duct smoke detectors, kitchen hood
fire suppression systems, fire sprinkler flow and tamper switches.

7. Locate and identify the interface requirements for all devices whose operation is

initiated by the fire alarm system such as door hold open devices, fire shutters, elevator

recall, electronic door hardware and smoke control systems.

Identify the primary and secondary power supplies and connections.

Identify the candela output levels for all visual alarm notification appliances. Candela

ratings such as “15/75” are not compliant.

10. Provide a matrix that defines the interface of the fire safety control functions. Define the
action that will initiate an alarm or trouble condition. Define the alarm-initiating device
activated, the action of the control and trouble signaling equipment, and the resulting
alarm notification appliance actions and resulting operation of interfaced equipment.

11. Provide fire alarm system riser diagram showing all system components. Define the
“zones” to be protected. Diagrammatically define the location of the constantly
attended location from which the fire alarm system will be supervised. Define the
interface between the fire alarm system and the constantly attended location.

12. Provide wording in the Specifications that indicate that the location and type of fire
alarm system alarme-initiating appliances and the type of fire alarm system alarm
notification appliances and control and trouble signaling equipment, the location of
major components are not to be altered by the Contractor, without prior written
approval by the A/E and the Building Official. Changes to the design during the
construction phase of the project shall be submitted to the Building Official for review
and approval.

13. Provide a description of the acceptance testing requirements. Indicate which of the
acceptance tests are to be withessed by the regional office of the State Fire Marshal.

14. Demonstrate that the quantity and location of the audible alarms as indicated on the
drawings attain the required sound pressure levels in each of the respective spaces.

© x
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15. Demonstrate that the required capacity of the secondary power supply is attained.
16. Demonstrate that the indicated candela performance is attained for alarm notification
devices where protective covers are utilized.

Shop Drawings Review

Shop drawings (working plans, product data and calculations) are to be reviewed by the
A/E of record for compliance to the project contract documents and the code. At the
conclusion of the shop drawing review, the A/E of record shall:

1. Verify the Underwriters Laboratories (UL) listings and classifications for the materials,
components, and equipment provided for this project result in a code compliant fire
alarm system.

2. Provide a “sealed” statement, attached to the reviewed shop drawings indicating that
the fire alarm shop drawings (working plans, product data and calculations) satisfy the
requirements of the project contract documents and the code (cite the applicable
NFPA).

3. Provide the regional office of the State Fire Marshal a copy(s) of the approved
complete fire alarm shop drawings.

4. Provide DEB a copy of the “sealed” statement and a copy of the transmittal to the
regional office of the State Fire Marshal.

5. See Section 4.6 for additional requirements.

Validation of the Fire Alarm Systems

Fire alarm systems are to be acceptance tested in accord with the requirements of the
code. The regional State Fire Marshal’s office shall observe the installed fire alarm system
and witness the fire alarm system performance tests. The A/E and Contractor shall certify
that the fire alarm system is complete.

5.8.6.9.8 Smoke Control Systems

Changes to the design during the construction phase of the project shall be submitted to
the Building Official for review and approval. The A/E shall assure that a code compliant
smoke control system is provided through the review of shop drawings and the observation
of the progress and quality of the work. The A/E shall confirm that the smoke control
system is complete and code compliant.

The VCC defines 3 methods of smoke control. These are 1) Pressurization Method, 2)
Airflow Design Method and 3) Exhaust Method. Large enclosed volumes, such as atriums,
shall be permitted to utilize the Exhaust Methods. Smoke control systems using the
Exhaust Method shall be designed in accordance with one of the five design approaches
defined in NFPA 92B. The Building Official’s approval is required for the use of any of
these methods within a project.

When the preliminary “Rational Analysis” is accepted by DEB, complete and submit the
final Rational Analysis documents with the Working Drawing design documents to DEB for
review and approval.

Rational Analysis:

Provide conceptual floor plans which identify the locations of the major components,
pertinent calculations, sequence of operation and any other information that may assist in
the evaluation of the methods are to be included in the documents submitted to the
Building Official. It is the responsibility of the A/E to provide a project specific design.
Performance criteria do not meet the intent of this section.
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Provide the following as a minimum to demonstrate code compliance:

1. Locate and identify all of the walls, floors and ceilings that define the perimeter of the

space(s) to be protected by the smoke control system.

Locate and identify the HVAC system components respective to the smoke control

system.

Locate and identify all smoke dampers respective to the smoke control system.

Locate and identify all motorized dampers respective to the smoke control system

Locate and identify the interface requirements with the fire alarm system.

Locate and identify the interface requirements for all devices whose operation is

required by the smoke control system such as door hold open devices, smoke

dampers, fire shutters, motorized ventilation dampers, fans, air handlers and smoke

detectors.

Identify the primary and secondary power supplies and connections.

Provide wording in the specifications that indicate that the components of and their

locations which make up the smoke control system are not to be altered by the

Contractor, without prior written approval by the A/E and the Building Official. Changes

to the design depicted within the construction documents shall be considered

substitutions in accord with the General Conditions and are to be documented by

change order.

9. Provide a description of the acceptance testing requirements. Indicate which of the
acceptance tests are to be withessed by the regional office of the State Fire Marshal.

10. Provide calculations as defined by the VCC and NFPA 92B that establish the
performance requirements for the method of smoke control for this project.

A

ogkw

© N

Validation of the Smoke Control System(s)

The smoke control system(s) are to be acceptance tested in accord with the requirements
of the code. The regional State Fire Marshal’s office shall observe the installed
components of the smoke control system(s) and witness the smoke control system
performance tests. The A/E and Contractor shall certify that the smoke control system is
complete prior to acceptance testing by the Building Official.

5.8.6.9.9 Access Control Systems (Security)

Shop drawings shall be submitted to DEB for work elements including: electric strikes,
electric latches, electric locks, magnetic locks and other electronic controls (card keys,
access buttons, proximity sensors etc.), even if used as an overlay on mechanical door
hardware.

Provide the following as a minimum to demonstrate code compliance:

1. Building floor plans defining the locations and components of the access control
hardware proposed.

2. Door hardware details and elevations defining the locations of all associated access
control hardware.

3. A copy of the door hardware (mechanical hardware) shop drawings for the doors
where the access controls are to be provided;

4. A sequence of operations demonstrating compliance with the requirements of the VCC
Section 1010 Doors, Gates and Turnstiles;

5. Documentation demonstrating that each of the access control components are listed
for the intended use and that per the manufacturer's documentation the specific
components are compatible with each other;

6. A description of how the elements interface with the building’s fire alarm system.
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Other security measures including cameras, contact switches or other security items which
do not affect means of egress are not required to be included.

5.8.6.9.10 Applied Fire Resistant Materials

The A/E shall provide complete project specific drawings and specifications that result in
code compliant fire resistive construction through the use of applied fire resistant materials.
Applied fire resistant materials include spray-applied fire resistant materials, fire resistant
mastics and intumescent coatings. The A/E shall determine which members are required
to be fireproofed and indicate the minimum thickness of the applied fire resistant materials
to be applied. Changes to the design during the construction phase of the project shall be
submitted to the Building Official for review and approval. The A/E shall assure that code
compliant fire resistive construction is provided through the review of the applied fire
resistant material shop drawings and the observation of the progress and quality of the
work. The A/E shall confirm that the fire resistive construction is complete and code
compliant.

Provide the following as a minimum to demonstrate code compliance:

1. Provide drawings (small scale structural framing plans) including typical and special
details that clearly define the locations and extent of applied fire resistant materials.
Drawings should be structural steel plans without irrelevant walls, doors and other
features that would obscure a clear representation of the extent of fireproofing.

2. Define the UL design assemblies specific to the respective locations and application of
the applied fire resistant materials.

3. Provide complete Specifications to reflect the applied fire resistant materials
assemblies that are defined on the drawings.

4. The specifications shall clearly state that no asbestos-containing material will be
permitted. Contractor shall be required to certify that the material being used contains
no asbestos.

5. Where 1) a protected steel member or 2) an unprotected steel member with a cross-
sectional area exceeding 4.65 inches square connects to a protected steel member
with a greater required thickness of applied fire-resistive material, the greater thickness
of material shall extend onto the adjoining steel member a minimum of 18 inches from
the point of connection. Refer to the UL Best Practice Guide for Passive Fire Protection for
Structural Steelwork: Fire Resistance and External Exposure Characteristics, 1st Edition,
October 2018.

6. Where an unprotected steel member with a cross-sectional area equal to or less than
4.65 inches square, including metal attachments such as miscellaneous angles, light
gage framing, hangers, etc., connects to a protected steel member, the area of
attachment shall be covered with the same thickness of applied fire resistant materials
as the structural member.

7. All applied fire resistant materials shall be tested after installation according to ASTM
E-605, ASTM E-736, ANSI/UL 263 and ANSI/UL 1709, latest editions. Include the
specific validation testing requirements as defined below. These tests shall be made by
an independent testing laboratory. The Owner shall arrange and pay for laboratory
services for field and laboratory tests and reports. The Contractor shall schedule the
tests while the material is accessible. If additional tests are required as a result of non-
compliance with the specifications; the additional tests and reports shall be paid for by
the Contractor.

8. The independent testing laboratory reports shall clearly show the location of the tests
and test results. Copies of the reports shall be sent through the A/E to the Owner,
State Fire Marshal and Division of Engineering & Buildings.
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Removal and Replacement of Sprayed-on Material

Agencies and/or their A/E shall contact the Building Official early in the design phase to
verify the original purpose of the fireproofing material to be removed or replaced and what,
if anything, must be done to restore the fire resistance characteristics. Submit plans and
specifications to the Building Official which will include any bidding documents, addenda or
change orders which may relate to the fire resistance characteristics of the existing
structure. Include the date(s) of construction, original and present uses, height in floors and
feet, whether sprinkled and any other information that may assist the Building Official in his
determination.

Shop Drawings Review

Shop drawings (working plans, product data and calculations) are to be reviewed by the

A/E of record for compliance to the project contract documents and the code. At the

conclusion of the shop drawing review, the A/E of record shall:

1. Verify the Underwriters Laboratories (UL) design assemblies and for the materials, and
components provided for this project result in code compliant fire resistive construction.

2. Provide a “sealed” statement, attached to the reviewed shop drawings indicating that
the sprayed-on fireproofing shop drawings (working plans, product data and
calculations) satisfy the requirements of the project contract documents and the code.

3. Provide the regional office of the State Fire Marshal a copy(s) of the approved
complete shop drawings.

4. Provide DEB a copy of the “sealed” statement and a copy of the transmittal to the
regional office of the State Fire Marshal.

5. See Section 4.6 for additional requirements.

Validation of Sprayed-on Fireproofing Assemblies

Applied fire resistant material assemblies are to be acceptance tested in accord with the
requirements of the code and the requirements defined herein. The regional State Fire
Marshal’s office shall observe the installed fireproofing assemblies. The independent
testing laboratory reports shall clearly show the location of the tests and test results. The
A/E and Contractor shall certify that the sprayed-on fireproofing assemblies are complete.
Copies of the reports shall be sent through the A/E to the Owner, State Fire Marshal and
Division of Engineering & Buildings.

Validation Testing Requirements

All applied fireproofing shall be tested after installation according to ASTM E-605, ASTM E-
736, ANSI/UL 263 and ANSI/UL 1709, latest editions. The minimum location and number
of tests of the applied fireproofing shall conform to the requirements below:

1. For thickness on floor sections: One out of every four bays or similar units shall be
inspected, but in no case shall a bay or unit exceed 2,500 sq. ft. Each bay or unit
selected shall be divided into quarters. In each quarter, a 12- inch square shall be
selected for taking thickness measurements. The thickness shall be determined by
taking the average of at least ten individual symmetrical thickness measurements
within the 12 inch square. Where more than one thickness is required by design, a
similar procedure shall be followed for each of the required thicknesses.

2. For thickness on beams and columns: Beam and column thickness measurements
shall be taken within each bay or similar unit in which floor insulation thickness
measurements are made. Four sets of random measurements shall be taken for each
bay or unit.
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3. For density: Samples for density determination shall be taken for each 10,000 sq. ft. of
pre-selected floor area, but in no case shall there be less than two per floor.

4. For bond strength: Samples for cohesion / adhesion shall be taken on thoroughly dried
material adjoining test sections used for thickness and density determinations. There
shall be one test for beams and one test for decks for each 10,000 sq. ft. of pre-
selected floor area, but in no case shall there be less than two tests per floor.

5.8.6.10 Plumbing Drawings

1.
2.

3.

4.
5.

6.
7

Indicate items to be demolished as part of renovation projects.

Provide plans for each floor (with space numbers) noting locations and types of fixtures,
water supply and distribution, sanitary drainage and special piping.

Provide plumbing fixture schedules showing designations, connection sizes, and mounting
heights of accessible fixtures. Flush valve handles shall be located on the wide side of the
accessible stall.

Provide plans indicating roof drains and areas served by each in square feet, piping and
sizes.

Provide riser diagrams indicating fixtures, water supply and distribution, sanitary drainage
and special piping

Provide details of connections at water heaters, air compressors and roof drain installation.
Provide equipment schedules for water heaters, air compressors, air dryers and drains.

5.8.6.11 Mechanical (HVAC) Drawings

1.
2.

3.

11.

12.

Indicate items to be demolished as part of renovation projects.

Provide plans of each floor (with space numbers) and roof indicating double line-duct
layouts and mechanical equipment. Plans shall indicate ceiling-mounted lighting fixtures.
Provide plans for each floor indicating chilled water, heating hot water, steam and
condensate piping and piping sizes. Show provisions for expansion. (This may be shown
on ductwork plans when legible.)

Provide layouts of mechanical equipment and fan rooms to a scale not less than twice that
of the floor plans. Show equipment, ducts and piping to coordinate the installation in tight
areas. Show access and service space requirements such as that required for tube, coil,
and fan removal.

Provide schedules for all mechanical equipment, steam traps, and air devices, showing
sizes, capacities, HP, CFM, electrical characteristics, locations and features.

Provide drawings showing control schematics and automation points.

Provide diagrams of chilled and heating water, steam, and condensate piping.

Indicate central heating and cooling plants, distribution piping, equipment, anchors and
expansion joints.

Provide sections as required to clearly show the work in 3 dimensions.

. Indicate the building heating loads (in BTU or pounds of steam per hour) to include

transmission plus infiltration, outside air, domestic hot water, and kitchen, laundry, hospital
hot water and outside air loads.

Indicate the sensible and total air conditioning cooling load of the building in tons. Also
show the outside air portion of the cooling load in tons.

Indicate fitting types for ducts.

5.8.6.12 Electrical Drawings
Power and lighting plans (with space humbers) may be combined if the combined drawing
clearly conveys required information.

1.

Provide lighting plans for each floor indicating fixture location, type and lighting level
required (in foot-candles).
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10.

11.

12.

13.

14.

Provide power distribution plans indicating incoming service, generators and panelboards,

etc. and outlines of mechanical equipment (for coordination.)

Indicate interface points for communications, fire alarm, and EMCS.

Provide floor plans indicating receptacles, telephone outlets, switches, audio visual and

data.

Indicate, in kilowatts or KVA, electrical load total, three-phase load, motor load and size of

largest motor in horsepower.

Provide control diagrams, panel board schedules and riser diagrams.

Provide lighting fixture schedule on the drawings.

Provide layouts of electrical rooms at a scale not less than twice that of the floor plans.

Show all required clearances. Show required door swings.

Doors to electrical rooms shall be provided with permanent signage reading “NO

STORAGE" in letters not less than the room identification OR the working space as

defined by NEC shall be marked by a 2” wide yellow line and stenciled “NO STORAGE —

ELECTRICAL WORKING SPACE” in 2” high yellow letters in mechanical rooms, electrical

rooms, and service areas.

Provide layouts of elevator machine rooms at a scale not less than twice that of the floor

plans. Show all equipment and required clearances for coordination.

Provide details to include duct bank, under/through footing penetration,

housekeeping/equipment pads, lighting switching, grounding details for service entrance

and individual transformers.

Provide grounding riser diagram for generators, transfer switches, main-tie-main

switchboards and separately derived systems.

Indicate required range of selective coordination to be provided in the delegated design

Electrical Coordination Analyses.

a. Provide one-line diagrams identifying devices and equipment requiring coordination.
Indicate circuit breaker type, frame size, trip type, characteristics and required
accessories. Indicate any breakers without instantaneous trip feature.

b. Indicate maximum fault current at all equipment on one-line diagrams. Include all

overcurrent protective devices and generator output breakers.

Coordinate new overcurrent devices with all existing overcurrent protection.

Provide specifications reflecting systems indicated on drawings.

Specify how transfer switches achieve withstand ratings.

Specify equipment settings, acceptance testing, commissioning, and report submittals

for A/E review.

g. Referto Section 5.17 for Electrical Coordination Analyses Review (Shop Drawings)

When an In-Building Emergency Communications System is required, the scope of work

shall include the design of a complete and functioning system.

a. Provide floor plans for each floor indicating locations for In-Building Emergency
Communications infrastructure.

b. The design shall include a rebroadcasting agreement signed by the FCC License
holder authorizing the system.

c. The design shall identify components to be provided by the locality.

d. If delegated design of the system is specified, the design shop drawings shall be
reviewed and approved by the A/E. Refer to Section 3.1.1.2.1. The delegated design
shall be sealed by a Virginia Professional Engineer or a design technician with an FCC
License.

=0 oo
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5.8.6.13 Control Systems

1. Provide a written sequence of operation on the plans for each mechanical and electrical
control system stating explicitly how systems are intended to function.

Provide data regarding safety, alarms, indicators and control parameters.

Provide control system input/output summaries.

Indicate point(s) of connection of new to existing system.

Indicate location of operator interface.

abrwn

5.8.7 Project-Specific Specifications

Specification sections shall be written / edited to apply specifically to the project and shall not
include materials, standards, requirements or data not pertaining to the project. Specifications
shall conform to the requirements and standards listed in Section 5.3. Include updated VEES
Checklist DGS-30-382 in the Project Manual.

5.8.8 Rock Excavation
See Chapter 6 for requirements. Provide estimated quantities of rock excavation on the Bid Form.

5.8.9 Submission
The A/E shall prepare and submit working drawings and specifications for the Agency to submit to
the various review agencies for approval as pertinent to the project. (See Section 5.11.)

5.8.10 Time for Completion
With this submission, the A/E shall furnish the Agency with an estimate of the time for constructing
the project and include such in the appropriate paragraph of the bid form.

5.9 BID FORMS AND PROCEDURES

5.9.1 Instructions to Bidders

Use the standard Instructions to Bidders, CO-7a. Do not retype or modify the Instructions to
Bidders, CO-7a, without permission from the Director of the Division of Engineering & Buildings.
Information on where bid documents can be viewed and shipping charges, if any, be should be
placed in the advertisement and Notice of Invitation for Bids.

5.9.2 Unit Price Bids

Unit price bids without estimated quantities shall not be requested on the bid form. Unit prices may
be used only where the required quantity cannot be reasonably determined by the bidders from
the documents. (e.g. total length of piles required, total length of caissons, amount of rock
excavation, etc.) See Section 6.0.7 for guidance on unit price bids.

In such case, an estimated quantity of the unit of construction is provided by the Agency (and its
A/E) on the bid form; the quantity as provided on the bid form and the unit price inserted by the
bidder are multiplied together to give a lump sum amount; and the lump sum amount is added with
the other base bid amounts to determine the total base bid amount. Use the wording and format
shown on the Sample Bid Form Format, DGS-30-220 in the DGS Forms Center to allow an
adjustment to the Contract Price based on the actual quantities provided and approved in the
Work. It is not appropriate to list small or insignificant estimated quantities for unit prices on the bid
form.

5.9.3 Bid Form Preparation
Bid Forms shall be prepared using the format and wording shown on the Sample Bid Form
Format, DGS-30-220 in the Forms Center. The Bid Form shall state the basis for determining the
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low bidder for award of the contract as shown on the Sample Bid Form. The contractor’s
Disqualification Statement and the Immigration Reform and Control Act of 1986 statement shall be
included on each bid form. See Section 5.10 of this Chapter for requirements and procedures
concerning Additive Bid Items.

Inclusion or use of “Allowances” in the Bidding is not permitted. Options are to specify the work in
the documents and bid competitively with the rest of the project OR procure the work separately
and include the subcontractor’'s name and price on the Bid Form similar to the method used for
“‘HVAC monitoring” on Standard Bid Form Format DGS-30-220 .

5.9.4 Prequalification of Contractors or Subcontractors

As per § 2.2-4317 of the Code of Virginia, prospective bidders may be prequalified for bidding on
projects. (Prequalification criteria, procedures, and appeal process requirements are provided in
Chapter 7 of the Manual.)

5.9.5 Advertising

The Agency shall notify the A/E in writing when final working drawings and specifications have
been approved. The Agency shall establish a time and place for receiving bids. Bid receipt dates
shall be coordinated through DEB. The A/E shall use this information in completing the
Advertisement, the ‘Posting’ and the Notice of Invitation for Bids.

For all work in excess of $100,000, a minimum period of 30 days shall be allowed from date of the
original advertisement / Posting of Notice to the date of bid receipt unless otherwise approved by
the DEB Director. Projects estimated to cost less than $100,000 may be advertised for shorter
periods of time such as 21 or 14 days (depending on whether more than one trade is involved) but
no less than the 10 days required by the Code of Virginia.

Code of Virginia 8§ 2.2-4302.2 requires that Requests for Proposals (RFP) be posted and
advertised on eVA. The RFP may also be posted in a newspaper of general circulation in the area
in which the contract is to be performed..

Code of Virginia 8§ 2.2-4303 requires that Invitations for Bid (IFB) be posted on eVA, the
Department of General Services’ central electronic procurement website. Invitations for Bid (IFB)
may also be posted in a newspaper of general circulation in the area in which the contract is to be
performed. In addition to posting electronically, the IFB may also be advertised in a statewide
newspaper. When advertising in the newspaper, the Agency may post the full Notice of Invitation
for Bid (such as DGS-30-256 ) or it may use the ‘short form’ Notice posting the minimum
information as shown in DGS-30-252. As a minimum, include the information indicated on the
sample “Notice of Invitation for Bids” provided as form DGS-30-252 on the DGS Forms Center.

Newspapers which are considered to have daily statewide circulation in Virginia are the Richmond
Times-Dispatch, the Norfolk Virginian-Pilot, the Roanoke Times & World News and the
Washington Post. A Notice of the Invitation for Bids may also be posted in a designated public
area used for posting of such notices. For optimum exposure, the advertisement should also be
filed with all organizations that regularly advertise and report construction bid data.
Advertisements in other newspapers may be advantageous for large projects.

The Agency may authorize the A/E to advertise in the newspaper in the name of, and at the
expense of the Agency, for construction bids in accordance with Code of Virginia § 2.2-4303.

5.9.6 eVA Vendor Registration
When procuring construction, professional services and non-professional services, attach the
applicable vendor registration statement (either DGS-30-384 or DGS-30-385) to the following
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https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-220
https://law.lis.virginia.gov/vacode/2.2-4317/
https://law.lis.virginia.gov/vacode/2.2-4317/
https://law.lis.virginia.gov/vacode/2.2-4302.2/
http://www.eva.virginia.gov/
https://law.lis.virginia.gov/vacode/title2.2/chapter43/section2.2-4303/
http://www.eva.virginia.gov/
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-256
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-252
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-252
https://dgs.virginia.gov/search/documents-and-forms/?filter=DEB
https://law.lis.virginia.gov/vacode/title2.2/chapter43/section2.2-4303/
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-384
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-385

documents: Request for Proposals, Invitation for Bids, Notice of Intent to Award, Notice of Award,
A/E Contracts and Construction contracts.

Use DGS-30-384 when the quantity of orders that will be issued is known, and insert that number
on the blank provided (e.g., one, twelve, monthly, etc.)

Use DGS-30-385 when the quantity of orders that will be issued is unknown (such as for A/E term
contracts and JOC contracts.)

These statements may be downloaded from the DGS Forms Center.

5.10 ADDITIVE BID ITEMS FOR DESIGN-BID-BUILD

The A/E is responsible for the development and design of the project to meet the scope and to be
within the Design-Not-to-Exceed Construction Budget identified in the A/E contract. The Work
included in the Total Base Bid shall provide a complete and functional facility meeting all Code,
accessibility and safety requirements. When the project cost estimate indicates that the Total Base
Bid for the project scope may not be within the available funds, the Agency and A/E should consider
what features would be negotiated out if bids are over budget and include that Work as Additive Bid
Items for cost or budget control. After the Agency and A/E have incorporated reasonable cost
containment measures in the design, Additive Bids Items may, with the approval of the DEB Director,
be used for budget control subject to the following limitations:

When additive bid items are approved for use, a maximum of four (4) Additive Bid Items may be
included. Such Additive Bid Items are not intended to be a pricing exercise for the bidders.

The total cost estimate of the Total Base Bid plus all Additive Bid Items shall not exceed 110% of
the ‘Construction Cost’ on the CO-6 for Capital Outlay Projects or 110% of the Budget for Non-
Capital Projects

Additive Bid Items shall be structured to minimize additional effort necessary to prepare the bid.
Additive bids shall not be used to provide essential elements of the project, such as connection to
water supply, required lighting levels, or adequate HVAC capacity, or Work without which the
building would not be habitable, functional or safe.

The Work/Design as described in the Base Bid shall be of the level of quality required for the
project. Additive bids shall not be used as a shopping list to upgrade, substitute for, or delete for
credit any part of the Work included in the Base Bid.

Only the term Additive Bid Item shall be used. Use of the term ‘Alternate’ is not permitted.
The Work included in each Additive Bid Item shall produce a complete component which may be
incorporated into the work in the Base Bid.

Each Additive Bid Item shall be independent of other Additive Bid Items.

None of the Additive Bid Items shall compromise the work in the Base Bid and other Additive Bid
Items for compliance with Code, accessibility or safety requirements.

Additive Bid Items shall be sequenced so the most essential Additive is listed first.

When the project bids are received and opened, the low bidder shall be determined based on the
lowest bid which combines the Total Base Bid Amount plus the total amount of the Additive Bid
Items, taken in sequence, which the Owner in its sole discretion decides to accept/award.
Out-of-sequence selection of Additive Bid Items is prohibited, even if such manipulation would fit
within the available funding.

Negotiation of Additive Bid Item amounts is prohibited. Negotiations are allowed only for the Base
Bid Work. If negotiations are required to allow the award of the Base Bid, the inclusion of any of
the Additive Bid Items in the contract may not be considered in discussions during the
negotiations, even if the negotiations of the Base Bid amount would yield sufficient savings to
include an Additive Bid Item. Permission to negotiate with the low bidder must be obtained from
the Director, Division of Engineering & Buildings.
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https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-384
https://dgs.virginia.gov/search/documents-and-forms/?filter=DGS-30-385
https://dgs.virginia.gov/search/documents-and-forms/?filter=DEB

5.11 PROJECT SUBMISSION REQUIREMENTS

5.11.1 Electronic Documents Submission

The submission of electronic documents to DEB for review is required. Paper documents
submitted for review will no longer be accepted by DEB without prior approval. Refer to
Appendix S — DEB ELECTRONIC DOCUMENT REVIEW (EDR) PROCESS DOCUMENT
SUBMITTAL REQUIREMENTS for formatting requirements and instructions for submitting
electronically. With prior approval from DEB, five (5) paper copies will be accepted by DEB for
review of Schematic, Preliminary, Working Drawing, and Permit Revision documents in lieu of the
electronic documents submission.

NOTE: Do not submit sensitive documents (ex. security drawings for prisons or museums)
electronically. Sensitive documents shall be submitted in paper format.

After a submittal is approved by DEB, submit three (3) paper copies of the approved documents to
DEB for State Building Official signature.

5.11.2 Other Document Submissions

The A/E shall provide adequate copies of plans, specifications, cost estimates, and other
applicable data for the Agency’s use and for review by other applicable reviewing agencies.
Submissions for building projects are indicated below (Figure 5.11.2) and shall be adjusted as
appropriate for a particular project.

Figure 5.11.2
Other Documents Submissions
Agency No. of copies to be submitted to Agency
SC _PD WD RWD BID PBM/CO/PR
DEB / State Building Official 0 0 0 0 3 3
Regional State Fire Marshal’s Office 1 1 1 1
DEQ — Div of Soil & Water Conservation
DEQ Erosion & Sediment Control Coordinate with the agency
DEQ Stormwater Management Coordinate with the agency
Art & Architecture Review Board Presentations to Board at SC, PD
Dept. of Historic Resources Coordinate with the agency
Dept. of Health (Food Service) Coordinate with the agency.

Dept. of Health (Medicare/Medicaid funded facilities) Coordinate with the agency

Dept. of Environmental Quality (DEQ)

DEQ Air Division Coordinate with the agency
DEQ Water Division Coordinate with the agency
DEQ Waste Division Coordinate with the agency
County or City Manager Provide 1 copy at completion of PD

The Joint Commission (Medicare/Medicaid funded facilities) Coordinate with the agency

Legend:
SC: Schematic Design
PD: Preliminary Design
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